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PREFACE 


Computer science curricula have been evolving at a rapid pace to keep up with the developments in the IT 
field. With the onset of the computer, experts and educators are faced with the challenging task of 
developing courses to teach emerging computer science concepts in schools and colleges. Such an 
undertaking requires adequate literature and explanation of key computer concepts at an introductory level. 


Itis the main thrust of this Computer Practical Notebook. 
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STUDENTS LEARNING OUTCOMES 


After the completion of all practical students will be able to: 


© 


DOS 


© 


Recognize and identify fundamental hardware components of the computer system like 
Motherboard, Ports, Slots, Cards, etc. 


Identify various MS-DOS commands knowing the functionality of each along with their syntax. 
Identify various DOS internal/external commands, explaining the difference between the two 
types. 


Demonstrate proficiency in the use of the command line interface, using the proper syntax, 


parameters and switches with the various commands. 


Windows 


© 


© 
© 
© 
© 


Demonstrate the use of Windows XP operating system. 

Demonstrate best practices in file management procedures. 

Recognize and get familiar with the 'desktop' and its components/icons. 
Open a window/program from different locations. 


Perform mouse actions in Windows. 
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COMPUTER LAB RULES FOR STUDENTS 


To maintain a quiet, clean and comfortable environment in the computer lab, all the students are required to 


follow the rules as mentioned below: 


A. AVOID 

Eating and drinking. 

Making a noise. 

Downloading data without authorization. 

Installing personal software on computers including games. 

Copying or transferring any software/data. 

Plugging a personal USB/Card/CD or any other device into the computers. 
Interfering with or disturbing other students. 

Propagating computer viruses, spamming and offensive material. 
Tampering with, attempting to repair, or misusing the lab equipment. 


Bringing of mobile phones and other multimedia devices. 


oe Oo OO GO OG G8 ODO ODO O © 


Writing on tables/computers. 


Viewing unwanted material, etc. 


B. Students are required to bring to the computer lab only the following items. 
© Textbooks 
© Practical Notebooks 
© Class work Notebooks 
© 


Pens 


Important: All\the students are required to follow the above mentioned rules for computer lab. 
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DEMONSTRATION OF 
COMPUTER COMPONENTS 





MOTHERBOARD 


Components of a computer need to be in communication with one another. Motherboard or Mainboards an 
important component of the computer. Motherboard is an electronic circuit board housed in system unit. It 
provides a platform for interconnection of hardware. It also connects a CPU and memory. Sometimes there 
are co-processors that help to share the load of the CPU. 


Additional FDD 24-pin ATX IDE/PATA SATA 
power connector connector power connector connector connectors: 3Gb/s 


. ai! if = 
Fert fal | - “ —2—f—-f-— : ple: 
| LP = : ' 
: 5 it = 
=a = 
= 


Memory slots: 
dual channel 
unbuffered 
DDR2 






wt 


S| SATA 
SEEsESSTIIEEIE | connectors: 3Gb/s 


uate 


CPU socket: 
LGA 775 


PP PPD 


8-pin CPU 
power 
connector 


Rear I/O PCI Express x16 = PCI 
panel slots slots 


A motherboard normally has a set of expansion slots allowing it to be expanded; it can be given extra 
functionality. Smaller boards, called cards, are fixed in these expansion slots, and these cards contain 
specialized circuits that let the motherboard do more. 
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Typical motherboards also have a series of sockets allowing communication through peripheral devices. 


Expansions Slots 

Expansion Slots are connecting points on a motherboard 
where a circuit board can be inserted to add new 
capabilities. All personal computers contain expansion 
slots for adding graphics capabilities and support for 


special devices; some are more specialized than others. 


Different cards may be attached to motherboard through 


expansion slots are given below: 


Graphics Card 

Graphic Cards convert data into video signals to 
displayed on the monitor. Graphics cards are also 
called video cards or sometimes video adapters. 
They are available in most of PCs. While graphics 
processors are often built-in to a motherboard and 
a card isn't needed, graphics cards have stronger 
and more powerful processing capabilities that 
allow the display of 3D (3-dimensions) and heavy 


image. 


Graphics cards are designed to offload the burden 
of making images from the CPU. Graphics cards 
also include on board memory for efficient 


rendering. Typical sizes of graphics cards include 





PUPIUTINT TIED TOTTI OUT T IPT T TDD OTIOUT TDD ELIT RR DOR ea 
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= : oa.” = a 
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Expansion Slots 


Graphic card tf 


128-1024 MB of memory. Today, high end graphics cards have multiple core processors that are 


largely parallel to increase texture fill and process more than 30 objects in real time. 


Sound Card 


Sound Card also referred to as an Audio Card, allows the input and output of audio signals to and 


from a computer under the control of computer programs. Sound cards for computers were unusual 


to find until 1988, until then, the single internal PC speaker was the only way early PC software 


could produce sound and music. Uses of a sound card include the audio components for multimedia 
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applications such as games, video/ audio 
editing software and music composition. Now 
most computers have sound capabilities built- 
in to the motherboard, while others require 


additional expansion cards. 


Network Interface Card (NIC) 
Network Interface Card is also called | 


Sound card 


network card, network adapter, LAN 
adapter or LAN card. NIC is used to 
allow computers to communicate with 
other computer over a computer 


network. 





NIC card 


Computer Bus “ 
Compute Bus is a set of physical connections used to transfer data among different components of a 
computer. The purpose of buses is to reduce the number of "pathways" needed for communication among 


the components, by carrying out all communications over a single data channel. 


Types of Computer Buses 


There are three types of computer buses. 


1. Data Bus 

Data Bus is an electrical path that connects the Central Processing Unit (CPU), memory, I/O devices 
and secondary storage devices. It is the most common bus that carries data. It contains parallel 
groups of lines. The number of lines in the bus affects the speed at which the data travels among 
different components like the number of lanes on a motorway affects the amount of traffic. Greater 
number of lanes on the road allows more cars to pass through it at the same time. If more lines are 


present in the bus, it can carry more data. 


il. Address Bus 

Address Bus is the set of wires that connects CPU and memory. It carries address information. 
Whenever the processor needs data from the memory, it places the address of data on the address bus. 
The address 1s carried to the memory where the data from the requested address is fetched and placed 


on the data bus. The data bus carries it to the processor. 
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ili, Control Bus 

Control Bus carries control 
information from the control unit to 
the other units. The control 
information is used for directing the :  [[ [Op 
activities of control units. The control 
unit directs the transfer of data to the 


ALU from the memory. This data is 
used by ALU for processing. The 


System bus 


control unit also controls the 





functioning of other units. Siesta te cen cee te etched alert oe 


Computer Ports 
Computer Ports are connecting points on the computer allowing the system to communicate with peripheral 


devices to exchange data. 


Types of Computer Ports Computers Conic 


There are following basic types of computer ports. , 
1. Serial Port . 
> = 
The term serial refers to data sent —> 
, Serial connection 

via a single wire: the bits are sent 

—_> 
one after the other. 


Serial Ports are generally built-in 


tht htt 


to the motherboard, showing 
connectors behind the casing and 
connected to the motherboard 
and peripheral devices. Serial 


connectors generally have 9 or 25 





pins and take the following form 


(DB9 and DB25 connectors 








respectively. Serial Port 
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il. Parallel Port 

Parallel data transmission involves 
sending data simultaneously on 
several channels (wires). Parallel 


Ports on personal computers can be 





used to send 8 bits (one Byte) 


simultaneously via 8 wires. 


iii, USBPort 
USB (Universal Serial Bus) Port is a plug and play 






hardware interface for peripherals such as keyboard, 
mouse, joystick, scanner, printer and modem. USB has a 
maximum bandwidth of 12 Mbits/sec and up to 127 
devices can be attached with USB, new devices can be 
added to the computer without adding an adapter card. It is 


typically located at the back of PC. USB Port 


ii OO ITA MRYS (4 {15 ae, 5 
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DISK OPERATING SYSTEM (DOS) 





Operating System (OS) 
Operating System 1s a set of programs running on a computer system that provides an environment in which 


other programs can be executed to use computer system effectively. 


There are two types of user interface of operating system. 
i Graphical User Interface (GUI) e.g. MS Windows 
il. Command Line Interface (CLI) e.g. DOS 


Disk Operating System (DOS) 
Disk Operating System 1s a single user operating system that makes microcomputers useable. It is loaded 


into the RAM to start computer. It controls the storage of information and detail on disks. 


Functions of DOS: 

° To control input and output devices. 
To enable user to load and execute program. 
To maintain an orderly system of data on the disk. 
Memory management 


To provide user interface 


DOS Commands 
There are two types of DOS commands: 
DOS Internal Commands 
DOS External Commands 


DOS Internal Commands 

DOS Internal Commands are the commands which get loaded automatically during booting process. 
These commands are present in the computer memory. The DOS internal commands are stored in 
command.com file. Some DOS internal commands are CLS, VER, DEL and EXIT etc. 


DOS External Commands 

DOS External Commands are not present in the computer memory but these exist as separate files on 
the disk. Whenever an external command is typed, it is first loaded in the RAM and then executed. 
Some DOS external commands are CHK DSK, FORMAT and TYPE etc. 
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DOS INTERNAL COMMANDS 
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DIR COMMAND 
DIR Command displays a list of a directory's files and subdirectories. If used without parameters, DIR 


displays the disk's volume label and serial number, followed by a list of directories and files on the disk. For 
files, DIR displays the name extension and the size in bytes. DIR also displays the total number of files and 


directories listed, their cumulative size, and the free space (in bytes) on the disk. 
































































































































(1) DIR 
It is used to display a list of the files MIEIIROISSaeaoDs 
and subdirectories that are in the [payee yes a ee 
Volume Serial Number is 24FE-A31E 
directory. | Ds of Yoh oho} oh! Ao} a OIA Y 
06/27/2009 O04: PM AUTOEXEC . BAT 
SYNTAX: 06/27/2009 : PM CONFIG.SYS 
09/09/2009 : PM <DIR> |DoYos bh iit—yoh ot ae- belo MCT —S ot ob Bole f-} 
. 09/09/2009 g PM <DIR> I386 
DIR |drive:| [path| [filename] 09/07/2014 : AM <DIR> Program Files 
09/07/2014 : PM <DIR> uy @ 
: : : . 7/2014 9 
It specifies drive, directory, or files to list. ae eeepc rears 
5 Dir(s) 132,214,562,816 bytes free 
C:\>DIR C:\> 
. Press Enter key to execute. 
° On execution, the list ofall files and directories will be displayed. 
/P is called us a switch and it makes the Volume in drive C has no label. 
Volume Serial Number is 24FE-A31E 
DIR command to display it’s output Directory of C:\ 
: 09/12/2014 04: PM A 
one screen ata time. 06/27/2009 04: PM AUTOEXEC. BAT 
09/24/2014 : PM COMP .BAT. txt 
06/27/2009 g PM (OXO) Ni CMS GS) 
C:\>DIR/P 09/09/2009 :33 PM <DIR> Documents and Settings 
09/09/2009 : PM <DIR> I386 
09/15/2014 PM <DIR> INS me onl Ko (hal 
° Press Enter key to execute. Press any key to continue . 
. On execution display one  (|—qRawITEISS 
09/24/2014 :22 PM 
; ; 09/13/2009 : PM Program Files 
screen of directory list at a 09/15/2014 -47 PM <DIR> SCIENCE 
09/23/2014 : PM <DIR> A BYO) ES) 
time. 09/12/2014 : PM <DIR> x 


4 File(s) 772 bytes 


8 Dir(s) 134,545,219,584 bytes free 


CoN> 
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If the information of date or time and 
other information on the files are not 
required, then this command 1s used to 
list the files and directories going 


horizontally taking as little as space 


needed. 


C:\>DIR/W 


Press Enter key to execute. 


It is a new long list format where file 


names are on the far right. 


C:\>DIR/N 
° Press Enter key to execute. 

On execution, all the files 
and directories in drive C 


will be displayed at far right. 


/A|:] switch displays only the names of those directories and files with the attributes specified by the 


user. If we use switch without 
DIR 


displays the names of all files, 


specifying any attribute, 


including hidden and system files. 
More than one attribute can be used 
simultaneously. The user can 
specify the following attribute of 
the file. 


C:\>DIR/A 
Press Enter key to execute. 


On execution, the names 
of all files including 
hidden and system files 


will be displayed. 
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C:\>DIR/W 


AY om ib h1i\— Wn o Mo hah Int (Wa ON ot- Jan goa r-1 ol Wi am 


Volume Serial Number is 24FE-A31E 


1D {Yoh Xo} a4 ao} oa OIA 


AUTOEXEC .BAT 
[1386] 
[WINDOWS ] 


CONFIG.SYS 
[Program Files] 


2 File(s) 
Loa Ds is al €—D) 


Cs\> 


C:\>DIR/N 
AY o ib h1i(— We ih oo b ah Int Wd Om o t-K—Jas oo rl of Wi am 
Volume Serial Number is 24FE-A31E 


1D hs af Yoh ho} a! ao) oa OIA 


06/27/2009 
06/27/2009 
09/09/2009 
09/09/2009 
09/07/2014 
09/07/2014 
09/07/2014 


04: PM 

PM 

PM 

PM 

AM 

PM 

AM 
2 File(s) 
Loe Db ol 9) 


<DIR> 
<DIR> 
<DIR> 
<DIR> 
<DIR> 


Cr\> 





C:\>DIR/A 
AV owl bt 11(— Wee ho ob als Ipc — a Om o-oo r- 1 of am 
Volume Serial Number is 24FE-A31E 


1D {Yoh Xo} 5 ao} oa OBA 


06/27/2009 
09/07/2014 
06/27/2009 
09/09/2009 
09/09/2009 
06/27/2009 
06/27/2009 
04/14/2008 
04/14/2008 
09/11/2014 
09/07/2014 
09/07/2014 
09/07/2014 
09/07/2014 
09/07/2014 


PM 
PM 
PM 
PM 
PM 
PM 
PM 
PM 
PM 
PM 
AM 
AM 
PM 
PM 
AM 

8 File(s) 

7 Dir(s) 


47,564 

250,048 

805,306,368 
<DIR> 
<DIR> 
<DIR> 
<DIR> 
<DIR> 


C:\> 


132,214, 





[Documents and Settings] 
[TC] 


0 bytes 
562,816 bytes free 


On execution, list of all files and directories are displayed horizontally. 


ONO 0) 2.4 Ome =7- Wi 
0 CONFIG.SYS 
| DYoYos bi iit) oh ot Mae boo MS — hoa om ole f] 
I386 
Program Files 
<TC 
WINDOWS 
0 bytes 


132,214,628,352 bytes free 





7 NOM KO) 9.4) Om 7 Wl 

boot.ini 

CONFIG.SYS 

| BYoYox bhi yok ot war bole ME~— hog en mole f— 
I386 

I0O.SYS 

MSDOS.SYS 

1 i BD Zyl i Oy a xO) | 

ntldr 

pagefile.sys 

|p akole patie ae os AY} 

RECYCLER 

System Volume Information 
TC 

WINDOWS 


805,604,191 bytes 
132,214,628,352 bytes free 
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0) 

0) 

47,564 
250,048 
805,306,368 
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| ofeloh on Bebe 
t0.SYS 

MSDOS .SYS 
NTDETECT . COM 
oh ol Re ba 
pagefile.sys 
RECYCLER 
System Volume 


805,604,191 bytes 
132,214,628,352 bytes free 


INDOWS\system32\CMD.exe 


AY owl ib h11\— We o Mo b ahs Int Om o F- 9s o Yo r- 1 oi am 
Volume Serial Number is 24FE-A31E 


ace DIR/AA A To show files ready for archiving 
“8 DIR/AH H To display Hidden files. 
me DIR/AR R To show Read Only files. 
a DIR/AS S To show System files. 
“8 C:\>DIR/AS ee 
C:\>DIR/AS 
° Press Enter key to  istpeaisabetatcemenrpaey aren 
execute. Directory of C:\ 
; 09/07/2014 PM 
: On execution, all the jeiies a 
; 04/14/2008 PM 
System files and |Kyeemye oe 
09/07/2014 AM <DIR> 
directories on drive C |MAAsMsiaiinna sarc 
2 Dir(s) 
will be displayed. a 
“8 C:\> DIR/ARH 
C:\>DIR/ARH 
° Press Enter key to execute. 
: | Dr af Yoh Lo) oh Mao} a OBA 
° On execution, all the Read 


Only and Hidden files in drive 


09/07/2014 
06/27/2009 
06/27/2009 
04/14/2008 
04/14/2008 


C will be displayed. 


It controls the order in which the 
DIR sorts and displays directories 


and file names. The user can 


09/09/2009 07:33 PM Documents and Settings 
09/09/2009 07:33 PM CT si) 
: : : : 09/07/2014 11: AM Program Files 
specify the following list of choices 09/07/2014 12:32 PM TC 
09/07/2014 11: AM WINDOWS 
. . 06/27/2009 04: PM (Oy NOLO) 9p.4{ Ome -7-Uk 
(attributes) for sorting the output of 06/27/2009 04:53 PM 0 CONFIG. SYS 
2 File(s) 0 bytes 
Loe Dh i al CD) 132,214,624,256 bytes free 
DIR command. 
GiX\> 
C:\>DIR/O 
° Press Enter key to execute. 
° On execution, all the files and directories will be displayed in order by name alphabetically 
(A through Z). 


c:\> 


C:\>DIR/O 


AY om ib hii(— Wn oo bal Int) 
Volume Serial Number is 24FE-A31E 


| Ds ok Yoh oto} oh ao} a OBA Y 


10:03 


04: 
04: 
12: 
iAs 


PM 


211 


Information 





boot.ini 


53 
53 
30 
30 PM 


PM 0 
PM 0 
PM 47,564 


I0o.SYS 
MSDOS.SYS 

1 fd by BD) Sed hd Od Ma @X @) 1 
joked Koha 


oe ie i 9) 
Oe Ds i a 9) 


(Oume of- fae oo -1 o\— Wi a 


250,048 


297,823 bytes 


132,214,624,256 bytes free 
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“8 C:\>DIR/ON 

. Press Enter key to 
execute. 

° On execution, all the 
files and directories will 
be displayed in order by 
name, alphabetically (A 
through Z). 

“8 C:\>DIR/OE 

° Press Enter key to 
execute. 

° On execution, all the 


files will be displayed 
in order by extension, 
alphabetically (A 


through Z). 
“8 C:\>DIR/OD 
° Press Enter key to 
execute. 
° On execution, all the 


files and directories 
will be displayed in 


order by date and time, 


earliest first. 
“ C:\>DIR/OS 
° Press Enter key to 
execute. 
° On execution, all the 


files and directories 


will be displayed in 


order by size, smallest 


first. 
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C:\>DIR/ON 
AY om ib h1i(— Wa o Mo b als Int (Wa Om o t- Js g Yo yl ol Wl am 
Volume Serial Number is 24FE-A31E 


| Ds i ok Yoh oho) 2h) ao) oe OIA 


06/27/2009 
06/27/2009 
09/09/2009 
09/09/2009 
09/07/2014 
09/07/2014 
09/07/2014 


04: 
04: 
Oy 
O7: 
ilake 
ALAA 8 
alaLs 


PM Oy -\. 6 KO) 2.4 Ome -7- Wi 
PM 0 CONFIG.SYS 
PM Documents and Settings 
PM I386 
AM Program Files 
PM TC 
AM WINDOWS 
2 File(s) 0 bytes 
5 Dir(s) 132,214,624,256 bytes free 


<DIR> 
<DIR> 
<DIR> 
<DIR> 
<DIR> 


Cc 2\> 


| =X C:\WINDOWS\system32\CMD.exe_ 


C:\>DIR/OE 
AY owl ib h11(— Wa i o Wo b ab Int (Wa Ou o F-—Jmm o Co r- 1 ol Wi am 
Volume Serial Number is 24FE-A31E 


1D Loh Xo} 5) ao} oa OBI 


09/07/2014 
09/09/2009 
09/09/2009 
09/07/2014 
09/07/2014 
06/27/2009 
06/27/2009 


AM 

PM 

PM 

AM 

PM 

PM 

PM 
2 File(s) 
oe Ds al 9) 


WINDOWS 
Documents and Settings 
I386 
Program Files 
TC 

0 AUTOEXEC.BAT 

0 CONFIG.SYS 

0 bytes 

132,214,624,256 bytes free 


C2 \> 


=X C:\WINDOWS!\system32\CMD.exe_. 


(oman > D9 A0)D) 
AY Cowl ib 111(— Was ih o Mo b as Int (Wa Om o t-V—Jms o Yo r-1 ol Wi am 
Volume Serial Number is 24FE-A31E 


| Ds i ok Yoh oo} ht ao} a OY 


06/27/2009 
06/27/2009 
09/09/2009 
09/09/2009 
09/07/2014 
09/07/2014 
09/07/2014 


04: 
04: 
O7: 
Oy 
alale 
ilals 
12: 


PM 0 CONFIG.SYS 
PM Oy 6 KO) 3.4 Ou -7-Wi 
PM <DIR> I386 
PM <DIR> Documents and Settings 
AM <DIR> Program Files 
AM <DIR> WINDOWS 
PM <DIR> TC 
2 File(s) 0 bytes 
sos Ds is oll 9 RG 2 Se So) oh a To 1) 


e:\> 


=X C:\WINDOWS\system32\CMD.exe 





C:\>DIR/OS 
AY Com ib h11\— Wee o Mo b ab int (— Wa Oo o t- 03s oo Wy-1 o| 8 am 
Volume Serial Number is 24FE-A31E 


1D Yoh Xo} hi ao} oa OIA 


06/27/2009 
09/09/2009 
09/09/2009 
09/07/2014 
09/07/2014 
09/07/2014 
06/27/2009 


0 CONFIG.SYS 
Documents and Settings 


PM 

PM 

PM 

AM 

PM 

AM 

PM 
2 File(s) 
oe Db ok CD) 


<DIR> 
<DIR> 1386 
<DIR> Program Files 
<DIR> TC 
<DIR> WINDOWS 
Oy -\6 0) 3.4 Ome =7- Wl 
0 bytes 
132,214,624,256 bytes free 


C:\> 





Switches 


It lists every occurrence of file or directory in 
the specified directory and all of its 
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Purpose 
In alphabetic order by name 
In reverse alphabetic order by name (Z through A) 
In alphabetic order by extension 
In reverse alphabetic order by extension (Z through A) 





By date and time, earliest first 5 


C:\GX620>DIR/S 
AY owl ib h1\\— Wa ho Mo babs yt (Wa Oo o t-—Js o Coa r-1 of Wi am 
Volume Serial Number is 24FE-A31E 


By date and time latest first 


By size, smallest first 

; | Ds i ok Yoh oho} 4 Mo} SE OMAN C).¢-YA0) 
By size, largest first eet 
09/11/2014 
09/11/2014 


02:09 PM 
02:09 PM 
02:09 PM 

0 File(s) 


<DIR> 
<DIR> 
<DIR> 


With directories grouped before files 
With directories grouped after files 


1D ok Yoh oho} oh} ao} oa ORAL). 4-YA0 RU I1D) 


09/11/2014 
09/11/2014 
09/11/2014 


02:09 PM 
02:09 PM 
02:09 PM 

QO File(s) 


<DIR> 
54D > 
<DIR> 


| Ds ib ok Yoh oho} 5 ao} SE OMAN). 4-YACROL I IDRWL IL IDE 


: : : 7 09/11/2014 02:09 PM <DIR> 
subdirectories. This switch can be used to  [GEYERWZGEI Parry aT Sors-t 
09/11/2014 02:09 PM <DIR> 
search a file. eects) 
| Di Yoh Xo} oh) Moh a OBANC).¢-YA0 RVI VIDRWLIUIBE WU IUID YZ 
C:\GX620>DIR/S 09/11/2014 02:09 PM ‘<DIR> 
09/11/2014 02:09 PM <DIR> aa 
° Press Enter key to execute. deat, at hea 
: : Total Files Listed: 
° On execution, list every occurrence of 0 File(s) 0 bytes 


11 Dir(s) 
a file or directory in the directory 


C:\GX620 will be displayed. 


C:\GxX620> 





132,214,571,008 bytes free 


C:\GX620>DIR/B 
HABIB.doc 
MMD 


It lists each directory name or filename, one per line. This switch 

displays no heading information and no summary. 

C:\GX620>DIR/B 

° Press Enter key to execute. 

° On the 
filenames and directories will 


execution, all 
C:\>DIR/L 

AY om ib h11\— Wa i o Mo b ab Int (— Wa Ou o t-—Jms o (oN ro Wi am 
Volume Serial Number is 24FE-A31E 


be displayed one per line. Director aore.y 


06/27/2009 : PM 
06/27/2009 Z PM 
Displays unsorted directory names |ysyatH 3uee bees 
F 09/09/2009 2 PM 4 D> o 
and filenames in lowercase. 09/07/2014 -15 AM <DIR> 
09/07/2014 : PM <DIR> 
C:\>DIR/L 09/07/2014 :15 AM <DIR> 
2 File(s) 
6 Di 
‘ Press Enter key to execute. ae 
. c:\> 
° On execution, all the 


filenames and directories will be displayed in lowercase. 





C:\GxX620> 





autoexec.bat 

config.sys 

documents and settings 
rep 4 - PAC) 

1386 

program files 

tc 

windows 


0 bytes 
132,214,407,168 bytes free 
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(2) 


Wildcard 

A wild card character is a keyboard character such as a asterik (*) or question mark (?) that is used to 
represent one or more characters when you are searching for files, folders, printers, computers or 
people. There are two characters which are used as wildcard (* and ?) 

° ? 1s used to denote exactly one missing character. 

° * is used to denote any number of characters. 

(i) DIR ?.??? 

It is used to view all the files in the present working directory which have only one character name 


and have a three character in its extension. 





C:\>DIR ?.??? =X C:\WINDOWS\system32\CMD.exe 
e 

Press Enter key to execute. Volume in drive C has no label. 

: Volume Serial Number is 24FE-A31E 
. On execution, all the files x 
| Ds i ok Yoh oto} 4! ao} Sa OBI Y 
with only one character name 09/11/2014 02:15 PM 24,064 H.doc 
‘ 1 File(s) 24,064 bytes 
and three characters in 0 Dir(s) 132,214,407,168 bytes free 


extension willbe shown which (Wa 








are present in drive C. 
iii) DIR *.* 
C:\>DIR *.* 


1 1 Yo bi 1\— ais o Wao b as iy’ (Yas Ooms t-te (oe Vol 
It is used to view all the files and Ab cena = ap op Sette peers 


<X C:\WINDOWS\system32\CMD.exe 








directories, in the present working Directory of C:\ 
directory which have any number of [yAYey eel se hee cam 
09/09/2009 : PM <DIR> Documents and Settings 
characters name and have any 09/11/2014 02:18 PM <DIR> GX620 
09/11/2014 : PM 24,064 H.doc 
os : 09/09/2009 : PM <DIR> smCT =) 
number of characters in its extension. 09/07/2014 11:15 AM <DIR> prcorantrniae 
09/07/2014 : PM <DIR> TC 
09/07/2014 : AM <DIR> WINDOWS 
C:\>DIR *.* 3 File(s) 24,064 bytes 
6 Dir(s) 132,214,407,168 bytes free 
° Press Enter key to C:\> 
execute. 
° On execution, all the files and 


directories on drive C will be 


displayed. 
SE ND OWS eyete mec CMU enes 
C:\>DIR ???.* C:\>DIR ???.* 
AV Lol bt 11\— Was to ob as Int — Ya Ou o-oo aM r- 1 of — 0 am 
e Press Enter key to execute. Volume Serial Number is 24FE-A31E 
: Di t ELC: 
° On execution, all the files mas sagt 
09/11/2014 02:15 PM 24,064 H.doc 
and directories on drive C CIO Sal itch gehts aC 


1 File(s) 24,064 bytes 
‘ 1 Dir(s) 132,214,407,168 bytes free 
which have three characters , 
Soh 





names will be displayed. 
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CD} MD} RDAND CLS) COMMANDS 





(I) CD/CHDIR 
CD (Change Directory) 1s a command used to switch between directories in MS DOS and Windows 


command line. It is an internal DOS command and is available in all versions of DOS, Windows 95, 
Windows 98,Windows ME ,Windows NT, Windows XP, Windows 2000, Windows Vista, Windows 7 and 
Windows 8. 


Syntax: 

CD [/D] [drive:][path] 

/D Changes current drive in addition to changing current directory for a Drive. 
CD\ Goes to the highest level of the root directory. 


CD.. Goes to one step back from the current directory. 


C:\>CD GX620 <X C:\WINDOWS\system32\CMD.exe 

. Press Enter key to execute. ee eee 

: On execution, if the directory GX620 exist, it [TNR Gne errr RN ry 
will become the present working directory. a Wek ecic ea a 








C:\GX620>CD MMD\MMD1\MMD2 
° Press Enter key to execute. 


° On execution, if MMD2 directory exists, it will become present working directory. 


(ii) MD/MKDIR 

It allows the user to create directories and sub directories in MS DOS. MD/MKDIR is a DOS internal 
command and is available in all versions of DOS, Windows 95, Windows 98, Windows ME ,Windows NT, 
Windows XP, Windows 2000, Windows Vista, Windows 7 and Windows 8. 


Syntax: *<X C:\WINDOWS\system32\CMD.exe | [Ox 
Al 
MD [drive:]path C:\>MD SCIENCE i 
C:\>CD SCIENCE 
C:\>MD SCIENCE C:\SCIENCE>MD TEST 
‘ Press Enter key to execute. ENS S eseso a 
° On execution, directory SCIENCE will be a ow eS 





created in the working directory. 
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C:\SCIENCE\>MD TEST 

. Press Enter key to execute. 

° On execution, TEST directory will be created in the current working directory 
SCIENCE. 


To create three directories A, B, C using two different methods. 


Method 1 = 
=X C:\WINDOWS\system32\CMD.exe 
C:\>MD A regi 
C:\>CD A 
C:\>CD A eee 
C:\A>MD B C:\A>CD B 
C:\A>CD B C:\A\B>MD C 
, C:\A\B>CD Cc 
C:\A\B>MD C Ba cren 
C:\A\B\>CD C C:\> 
C:\A\B\C>CD\ 
Method 2 =X C:\WINDOWS\system32\CMD.exe BER 
4| 
C:\>MD X\Y\Z C:\>MD X\¥\z i 
C:\>CD x\yY\Z 
C:\>CD X\Y\Z 
C:\X\Y\Z>CD\ 
C:\X\Y\Z>CD\ c:\> 





(iii) RD/RMDIR 
It removes an empty directory in MS DOS. RD 1s an internal DOS command and 1s available in all versions 
of DOS, Windows 95, Windows 98,Windows ME ,Windows NT, Windows XP, Windows 2000, Windows 
Vista, Windows 7 and Windows 8. 


Syntax: 
RD [drive:|path or RMDIR_ [drive:|path 
/S Removes all directories and files in the specified directory in addition to the directory itself. 


Itis used to remove directory tree. 


/Q Quit mode, do not ask 1f ok to remove directory 2g AIEEE 
tree with/S. C:\>CD SCIENCE 
C:\>RD SCIENCE SE i cay 
C:\>RD SCIENCE 
° Press Enter key to execute. 
C:\>CD SCIENCE 
‘ r : Wy oX— bien) 1 ot Fobeloh om anele Mah ol o\— Mm of- hel elm) ol—loh hallo 
° On execution, directory SCIENCE is a sige cova 


Ge\> 





removed from drive C. 
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(iv) CLS 


CLS is a command that allows a user to clear the SG UNINDOWS yale EMR exe 


C.\> 


complete contents of the screen and leave only a 


prompt on upper left corner. The CLS command is an 








internal command. 
Syntax: 
CLS 
C:\>CLS 
° Press Enter key to execute. 
° On execution, screen will be clear. 
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DEL/ERASE COMMANDS 





(i) COPY 
It allows the users to copy one or more files and directories to alternate location. It is an internal DOS 
command and is available in all versions of DOS, Windows 95. Windows 98,Windows ME ,Windows NT, 
Windows XP, Windows 2000, Windows Vista. Windows 7 and Windows 8. 


Syntax: 

COPY source [destination] =x C:WINDOWS\system32\CMD.exe 
C:\>COPY BOOK SCIENCE eed teas aun 
° Press Enter key to execute. ae oy a es 
. On execution, all files of directory BOOK will 


be copied to directory SCIENCE. 


<\ C:\WINDOWS\system32\CMD.exe 


C:\BOOK>COPY *.* C:\SCIENCE 


C:\BOOK>COPY *.* C:\SCIENCE 
PHYSICS .doc 


. Press Enter key to execute Overwrite C:\SCIENCE\PHYSICS.doc? (Yes/No/A11) : 


ses —W @—-9 elo) ob Yo i 


° On execution, the data will be 
copied to directory SCIENCE. 


(ORY = (010). 











C:\>COPY ????.TXT SCIENCE Se WINDOWSITVEEETISTICHIBIETe 
° To copy all the four character files with 
extension .txt to the destination directory nT file(s) copied, 
SCIENCE. oh 
° Ifthe destination directory already contains 


some files with the same name then DOS will show the following message: 
Overwrite filename (Yes/No/All). 
If user presses Y and enters, then file will be overwritten. Choose N and press Enter 


key to cancel, choose A and press Enter key to overwrite all files. 


(ii) DEL/ERASE 
DEL is acommand to delete the files from the computer. DEL is an internal DOS command and 1s available 
in all versions of DOS, Windows 95, Windows 98,Windows ME ,Windows NT, Windows XP, Windows 
2000, Windows Vista, Windows 7 and Windows 8. 
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Syntax: 
DEL [drive:|[path| [filename] 


It specifies a list of one or more files or directories. Wildcards may be used to delete multiple 


files. If a directory is specified, all files within the directory will be deleted. 


/P 
/F 
/S 
IQ 
/A 


Prompts for confirmation before deleting each file 


Force deleting of read-only files 


Delete specified files from all subdirectories 


Quit mode that does not ask if it is OK to delete on global wildcard 


Selects files to delete based on attributes. 


C :\>DEL SCIENCE <X C:\WINDOWS\system32\CMD.exe 


Press Enter key to execute. C:\>DEL SCIENCE 
C:\SCIENCE\*, Are you sure (Y/N)? Y 


On execution, all file in the directory c:\> 
SCIENCE will be deleted. 





C:\>SCIENCE>DEL *.* 


Press the Enter key to execute. 

On execution, all files in the directory SCIENCE will be deleted, the following 
message will be displayed: 

‘Are you sure (Y/N)?” 

If user chooses Y and presses Enter key, then all files will be deleted in the current 
working directory. Ifuser chooses N and press Enter key, then the action of deletion 1s 


cancelled. 
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DATE; VOLAND)VER|' COMMANDS 





(I) TIME 
TIME command can be used to view the current time of the computer as well as change the time. TIME 1s an 
internal DOS command and 1s available in all versions of DOS, Windows 95, Windows 98,Windows ME 


, Windows NT, Windows XP, Windows 2000, Windows Vista, Windows 7 and Windows 8. 





Syntax: 
TIME [parameter] 
C:\> TIME 
’ Press Enter key to execute. “=X _C:\WINDOWS\system32\CMD.exe 
° On execution, file, the current time setting | Rpgansasuany PPPs 
Enter the new time: 06:34:34.34 
and a prompt for new one is displayed. ae 
. The current time is: 6:34:40.48 
. Press Enter key to keep the same time. Bis Oe) tens 
‘ : CNS 
: Enter new time using same format as 
shown in screen-shot. 
Gi) DATE 


DATE command is used to view the current date of the computer as well as to change the date. DATE is an 
internal DOS command and 1s available in all versions of DOS, Windows 95, Windows 98,Windows ME 


, Windows NT, Windows XP, Windows 2000, Windows Vista, Windows 7 and Windows 8. 


Syntax: 
DATE [parameter] 
C:\>DATE 
‘ Press Enter key to execute. = C:\WINDOWS\system32\CMD.exe 
: . C:\>DATE 
. On execution, current date setting and a The current date is: Fri 09/12/2014 
Enter the new date: (mm-dd-yy) 
‘ : 03/23/2014 
prompt for anew one will be displayed. 
C:\>DATE 
The current date is: Sun 03/23/2014 
° Press Enter to keep the date same. Enter the new date: (mm-dd-yy) 
° c- 
: Enter new date using same format as Me 





shown in screen-shot. 
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(iii) VOL 
It displays the volume information of designated drive, and 1s available in all versions of DOS, Windows 95,. 


Windows 98,Windows ME ,Windows NT, Windows XP, Windows 2000, Windows Vista, Windows 7 and 
Windows 8. 





Syntax: 
VOL [drive:] <\ C:\WINDOWS\system32\CMD.exe 
C:\>VOL C:\>VOL 
Volume in drive C has no label. 
Press Enter key to execute Volume Serial Number is 24FE-A31E 
CoN\> 
° On execution, disk volume label and serial 
number will be displayed. 
(iv) VER 


It displays the version of MS DOS or if running Window 95 or above version of Windows. VER is a DOS 
internal command and 1s available in all versions of Windows 95, Windows 98, Windows ME, Windows NT, 


Windows XP, Windows 2000, Windows Vista, Windows 7 and Windows 8. 





Syntax: 
VER 
C:\> VER =X C:\WINDOWS\system32\CMD.exe 
° Press Enter key to execute. C:\>VER 
. : Microsoft Windows XP [Version 5.1.2600] 
: On execution, working MS DOS 


C:\> 


version will be displayed. 
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2.5 PATH AND TYPE COMMAND 





(i) PATH 
This command is used to specify /view the directories in which MS-DOS should search for executable files. 
By default, the search path is the current directory only. It is a DOS internal command and 1s available in all 
versions of DOS, Windows 95, Windows 98,Windows ME ,Windows NT, Windows XP, Windows 2000, 
Windows Vista, Windows 7 and Windows 8. 


Syntax: 
PATH  [[drive:|path];...]] 
PATH; 
It displays or sets a search path for executable files. 
° Type PATH; to clear all search-path settings and direct Windows to search only in the 
current directory. 
° Type PATH without parameters to display 
the current path. =X C:\WINDOWS\system32\CMD.exe 
C:\>PATH=C:\WINDOWS\COMMAND SEAS SAS SG HOEC ENG tI 
This is the path where a lot of DOS commands are Sonne GEG 


stored in Window XP. Ene 
(ii) TYPE 
TYPE 1s an internal DOS command in DOS 1.0 and above versions. 
Syntax: 
TYPE [drive:] [path] filename 
It displays the contents ofa text file. By use of TYPE command, the file is displayed with limited 





on-screen formatting. Tabs are expanded and generally displayed as eight spaces wide. Wild card 


characters (? and *) cannot be used with this command in either the file name or the extension. 


C:\> TYPE SCIENCE.TXT 


° Press Enter key to execute. =x C:\WINDOWS\system32\CMD.exe IIE 
A] 
° On execution, the content of text file SCIENCE will |[eyeps22iisetea\vooReo.c: | 


|; ) ae ee: a CO @) Ds 10) am 
ENS 


be displayed. 





G 
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DEMONSTRATION OF PROMPS; 


2.6 EDIn ANDIEXin COMMANDS 





(I) PROMPT 
It changes the DOS command prompt. 


Syntax: 

PROMPT [text] 

Text Specifies anew command prompt. 
Prompt can be made up of normal characters and the following special codes: 

$Q = =(equal sign) 

$$ $ (dollar sign) 

$T Current time 

$D Current date 

SP Current drive and path 


<X C:\WINDOWS\system32\CMD.exe 


C:\>PROMPT $L TIME $Q $T DATE $Q SD. $P SG 


< TIME = 9:58:41.18 DATE = Fri 09/12/2014. C:\ > 


$V —~ DOS version number 

$N Current drive 

$G > (greater-than sign) 

$L <(less-than sign) 

$B | (pipe) 

$H ‘Backspace (erases previous character) 
SE Escape code (ASCII code 27) 





$_ Carriage return and linefeed 
. To replace the drive with a person name proceed as fallow 
C:\> SALEEM RANA $G 
° To include the date and time in prompt, type the following command and press 


enter to execute 
C:\>PROMPTS$LTIME$Q$T DATE$QS$D,$P$G 


(ii) EDIT 


EDIT allows a user to view, create, or modify the computer files. 


Syntax: 
EDIT [drive:] [path] [filename] 
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C:\>EDIT C:\SCIENCE\PLAN.TXT 
X C:\WINDOWS\system32\CMD.exe -EDIT PLAN.TXT HEE 


° Press Enter key to execute. a a re 4 


SARA READS IN ONE CLASS 





° On execution, the contents of file 
PLAN.TXT will be displayed. 


| Line:1 Col:24 





(iii) EXIT 
EXIT is a DOS internal command and is available in DOS 2.0 and above versions. 


Itis used to close a program e.g., it quits the COMMAND.COM program (Interpreter). 


Syntax 
EXIT 
C:\>EXIT 
° Press Enter key to execute. 
° On execution, DOS editor will be closed. 
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XCOPY Command with its many options and ability to copy entire directories, is similar, but much more 


powerful than the traditional COPY command. 


Syntax: 
XCOPY source [destination] 
C:\>XCOPY *.* BOOK 


_=X C:\WINDOWS'\system32\CMD.exe 


: Press Enter key to execute. C:\>XCOPY *.* BOOK 
OB -\ 6 NO) ).4 Ome -)- Wh 
: ‘ . OF O10) ) CED -) 
° On execution, all the files of drive C will be C: SCIENCE. doc 
C: SCIENCE. txt 
: : 4 Fil ied 
copied to directory BOOK. Only non-empty files area? 


Cc: \> 


of the drive will be copied. 
C:\>XCOPY BOOK SCIENCE =X C:\WINDOWS\system32\CMD.exe 


2 Press Enter key to execute. St Be tc ae 


1={0[0) QV OO)\ se RESD 4} 
1 1 BOOK\PHYSICS.doc 
° On execution, all the files of directory BOOK Bea Geter 
BOOK\SCIENCE. txt 


will be copied to directory SCIENCE. Only non- 5 File(s) copied 


©: \> 





empty files of said directories will be copied. 


Switches used with XCOPY 


/Y Indicates that you want XCOPY to replace existing files with prompting you for 
confirmation. 

/A Used to copy source files that have their archive file attribute. 

/M Used to copy source files that have their archive file attribute set. Unlike the /A 
switch, /M switch turns of archive file attributes in the file specified in source. 

/D Date used to copy only those source files modified on or after the specified date. 

IS Used to copy non-empty directories and subdirectories. 

/E Used to copy all directories and subdirectories even if the directories and 


subdirectories are empty. 
/V This switch is used to verify each file as it is written to the destination file to make 


sure that the destination files are identical to the source file 
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C:\>XCOPY C:\SCIENCE E: /D:01/31/2013 /S/V 
° Press Enter key to execute. 


° On execution, the files of directory C:\SCIENCE will be copied to drive E. Only non- 


empty files of said directories will be copied on D drive which were written on or 
after 01/31/2013. After the files |ERRAUITEISeRsEnCIIEs 


are written, the XCOPY command ee ee emacs E: /D:01/31/2013 /S/V 
se is Ot Ws 9 oo) ob K-Lo | 


compares the files to the source for NN 


confirmation. 
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SYS AND TREE COMMANDS 





(i) SYS 
SYS is used to copy the system files from one drive to another drive allowing that drive to be bootable. SYS 
is an external command and is available in all versions of MS DOS, Windows 95, Windows 98, and 


Windows NT. 


When running this, following files will be copied: 


Command.com, Io.sys, Msdos.sys, Drvspace.sys 


Syntax: 
SYS [drive 1][path] drive 2 path...... 
[drivel] Specifies the location of system files. 
drive2 Specifies the drive on which files are to be copied. 
C:\>SYS A 
° Press Enter key to execute. 
° On execution, system files and command interpreter will be copied to diskette A. 


(ii) TREE 
It allows the user to view the listing of files and folders in the current working directory/drive. 
TREE is a DOS external command and is available in all versions of DOS, Windows 95, Windows 


98,Windows ME, Windows NT, Windows XP, Windows 2000, Windows Vista, Windows 7 and Windows 8. 





Syntax: 
TREE [drive:|[path] [/F] [/A] A Ee eee 
/F displays the name of files in each folder. Folder PATH listing _ 
yoae -{— abe ob 1) ol —b ala Wt | @4° hl OY474 ORAS EWU BO 

/A Uses ASCII instead of extended characters. a ; 

C:\A>TREE BEE 

° Press Enter key to execute. 

° On execution, structure of the files/directories on C:\A will be displayed. 
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(I) CHKDSK 
CHKDSK is a DOS external command and is available in all versions of DOS, Windows 95, 
Windows 98, Windows ME ,Windows NT, Windows XP, Windows 2000, Windows Vista, Windows 7 and 


Windows 8. 


Syntax: 


DEMONSTRATION OF CHKDSK AND 
DISKCOPY COMMANDS 


CHKDSK [volume|path|filename]] [/F] [/V] 


It checks a disk and provides a file 
and memory status report. It checks 
for errors on a disk and displays 
error messages (if problems are 


found) and issues a status report. 


C:\>CHKDSK C: 

. Press enter to 
execute. 

: On execution, 


memory status and 
error on the disk 


will be displayed. 
(ii) DISKCOPY 





=X _C:\WINDO' 








C:\>CHKDSK C: 
The type of the file system is NTFS. 


WARNING! F parameter not specified. 
Running CHKDSK in read-only mode. 


CHKDSK is verifying files (stage 1 of 3)... 

File verification completed. 

CHKDSK is verifying indexes (stage 2 of 3)... 

AG olol—> aa ic—} an balot- Gon Roy eMmele) oN Khe _lo ms 

CHKDSK is verifying security descriptors (stage 3 of 3)... 
iT -Yoi bh ah vat gake (—t_lob ah oh oo} ag ban halot- hon mo) eMmeloyi\| oN K_—he_lo mm 


133154720 KB total disk space. 
1660888 in 10638 files. 
2912 KB in 839 indexes. 
0) hi os of-Ko M-1-loh oh ta 
83748 in use by the system. 
6553 occupied by the log file. 
131407172 available on disk. 


4096 bytes in each allocation unit. 
CEC WA oto K ot > 10 Manco} ot-W Mar ll Rofet- hon Mo) o Mm bbe moto) o Mo bm) am 
CYA = fon Wy AoC wer Wl Molot- hon Mo} eM bh obi ot—wr-hi7- li tT ol K-Mo} oo bit am 


Ca 


The DISKCOPY command allows the user to copy the complete contents of a diskette to another diskette. It 


is a DOS external command and 1s available in all versions of DOS, Windows 95, Windows 98,Windows 


ME,Windows NT, Windows XP, Windows 2000, Windows Vista, Windows 7 and Windows 8. 


Syntax: 
DISKCOPY [drivel: [drive2:]] 


This command is used only for copying diskettes not hard disks. The first drive is for the source 
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diskette. The second drive is for target drive diskette. DISKCOPY checks if the disk in the target 
drive has been previously formatted. Ifnot, DISKCOPY will format it before it starts copying. 
C:\>DISKCOPY A: B: 
° Press Enter key to execute. 
° On execution, contents of diskette A will be copied on diskette B. 
C:\>DISKCOPY A: C: 
DISKCOPY stores an image of the source disk and then copies it to the destination disk 1n the 


drive. 
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ATTRIB 


ATTRIB is a DOS external command and is available in DOS 3.0 and later versions. 


Syntax: 
ATTRIB [drive:] [path] [filename] 


ATTRIB command changes or view a file's read/write attribute or sets the archive attribute. If this 
command is used to specify a file as read only, the file can be accessed, but not altered or deleted. 
Wildcard characters (? And *) can be used. However, directory name cannot be used instead of 
filename to change the attributes ofall files in a directory. 


Attributes: 

+R Makesa file read only. Read only files may be read but cannot be changed or deleted. 
—-R Changes a file protection back to normal. So it can be read changed or deleted. 

+A Sets the archive attribute ofa file 

—-A — Turns offthe archive attribute 

+H — Sets the hidden attribute ofa file so that 1t will not appear in a directory listing. 

—-H ~ Turns offthe hidden attribute 

+S Sets system attribute ofa file 

-S Turns off the system attribute 


/S Sets attributes on subdirectories found within the specified path 


C:\>ATTRIB *.* 


<x C:\WINDOWS\system32\CMD.exe BEIM 
= 4) 


° Press Enter key to execute. C:\>ATTRIB *.+* 

A C: \AUTOEXEC. BAT 
° On execution, attributes of all the files in the gr Pa Cran os treed 
A 
Cc 


SHR C:\MSDOS.SYS 


current working directory will be displayed. SH C: \pagefile. sys 


:\> 
C:\>ATTRIB SCIENCE\????.* 


e Press Enter key to execute <\ C:\WINDOWS\system32\CMD.exe 
é ‘ C:\>ATTRIB SCIENCE\????.* 
° On execution, attributes of all the four A C:\SCIENCE\PLAN. txt 


characters name files in the directory C:\> 
C:\SCIENCE will be displayed. 
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FORMAT 


This command 1s used for formatting disk. The disk is prepared for storing data. This 1s necessary so that 
DOS knows where to put data on a disk. Format command writes over every available sector on the disk, 
putting place holders where every bit goes. It also sets up the boot sector, root directory and FAT (File 
Allocation Table). Format also detects bad sectors on disk, so that DOS would not try to use them. Format 
command is available in all versions of DOS, Windows 95, Windows 98,Windows ME ,Windows NT, 
Windows XP, Windows 2000, Windows Vista, Windows 7 and Windows 8. 


Syntax: 

FORMAT drive:{[label| 

Switches: 

IS Copies system files (MS Dos.sys, 10.sys, command.com) to disk after it is formatted to make 
ita bootable disk. 

/Q Does a quick format, basically it overwrites FAT and root directory, does not check for bad 
sectors. 


IV Labels the disk with the name specified. 

/U Specifies an unconditional format of disk. Unconditional formatting destroys all existing 
data on a disk and prevents from using the UNFORMAT command. 
C:\>FORMAT E: 
° Press Enter key to 


EN C:\WINDOWS\system32\CMD.exe 


C:\>FORMAT E: 
Insert new disk for drive E: 
and press ENTER when ready... 
execute. The type of the file system is RAW. 
: The new file system is FAT. 
° On execution, erases Verifying 1906M 
nS os ih oh el so Ce A od op  - - l oot- om oy oh - Vos K—e @ UW 
bY Zon bt (am - 0 ol —S A QO Rod oF h af- Kod 5 of | i Gs ob a Loy eX tam (OHM =10]0) 4 
all the contents of a Format complete. 
ps a ©) = an oo) ot -  o b ) Sj oF - Kot 
disk. 


1.9 GB are available. 
Commonly used for 


32,768 bytes in each allocation unit. 
61,013 allocation units available on disk. 


16 bits in each FAT entry. 
the diskette that has Volume Serial Number is 30EE-B589 





been not formatted. ee 
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C:\>FORMAT E:/Q 
. Press Enter key to execute. 


° On execution, 1t will quickly erase all contents of drive E: 





<\ C:\WINDOWS\system32\CMD.exe 


C:\>FORMAT E:/Q 
Insert new disk for drive E: 
and press ENTER when ready... 
The type of the file system is FAT. 
QuickFormatting 1906M 
a ols iy om rs is ps oo Mn ol on in  — -W  oLot- om Ro) oh rl of K— Mam @)- Wl 
bY Zon bt (am 0 ol —S Ma Ql Ol Rod oF af Koh XS of i Gs ob aa Koy ol tam (OH =10]0).4 
| Koh a it ommote) 11 oN RBI 
pes a) = an oo) ot-  o b 3 Gj oF - Kol 
1.9 GB are available. 


32,768 bytes in each allocation unit. 
(ys ia Oc er el oYot- om Moyo Wm bbe Mot mmr-hic-b 1 oN K— Wo) eo BM} am 


16 bits in each FAT entry. 
Avo bt 1\—Wc— wh ah - \  b 1 lol —b as tO) OY 9: @y- CJD) 


CXS 
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Question: 


Answer: 


Question 2: 


Answer: 


Question 3: 


Answer: 


Question 4: 


Answer: 


Question 5: 


Answer: 


Question 6: 


Answer: 


Question 7: 


Answer: 


Question 8: 


Answer: 


Question 9: 


Answer: : 


Question 10: 


Answer: 


Question 11: 


Answer: 


Which command of MS-DOS 1s used to copy only files that have been modified on or after 
the date you specify? 
XCOPY/D: DATE 


Which DOS command will format a floppy disk and transfer the system files? 
FORMATA:/S 


Which DOS command is used to change the default prompt to provide other information? 
PROMPT 





Which DOS command 1s used to delete the empty directory? 
RD 


Which DOS command 1s used to make a directory? 
MD 


What is an operating system? 


An Operating System is a set of programs that controls and coordinates the use of computer 
hardware among various application programs. It provides an environment in which user 
can execute programs. 


What is MS— DOS? 


DOS is an operating system, which makes computer useable, it 1s a program that has to be 
loaded to initialize computer. The single user operating system used in microcomputers are 
called DOS because it controls the storage of information and detail on disks. 


Enlist types of MS-DOS commands. 


There are two types of MS-DOS commands: 
° Internal DOS commands. 
° External DOS commands. 


What are the features of MS-DOS? 


° Itreads only text based commands (CUI). 
° Quite small, only uses 60 KB of memory. 
° Does not use protected mode, e.g., application can do anything 1.e., bypass OS to 


access disks, reboot the system etc. 


What is meant by command prompt in MS— DOS? 


Command prompt is a simple term meaning the terminal, 1n which system command can be 
entered. 


List five internal commands. 
PATH, VOL, COPY, PROMPT, VER 
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Question 12: 


Answer: 


Question 13: 


Answer: 


Question 14: 


Answer: 


Question 15: 


Answer: 


Question 16: 


Answer: 


Question 17: 


Answer: 


Question 18: 


Answer: 


Question 19: 


Answer: 


Question 20: 


Answer: 


Question 21: 


Answer: 


Question 22: 


Answer: 


Question 23: 


Answer: 


List five external commands? 
FORMAT, ATTRIB, XCOPY, EDIT, SYS 


Is MS DOS a multiprocessing system? 
No, not at all. 


Define ATTRIB command in MS-DOS? 


This command is used to view and change the attribute of the specified file. 


How do you get the MS-DOS? 


In any window version, click start, then enter ‘cmd’ to start MS-DOS. 


Whatis the file extension in MS-DOS? 


There 1s no specific file extension in MS-DOS; file can have any three characters extension 
inDOS. 


What are the disadvantages of using MS-DOS? 
MS-DOS is very old by computer standards, and is not compatible in most of the applications 


and programs. 


What is difference between internal DOS and external DOS commands? 


Internal DOS commands reside in COMMAND.COM and are loaded into the memory when 
computer 1s started, while the external DOS command resides on disk. 





Define byte. 
A collection of eight (8) bits 1s defined as one byte. 


Define the parallel ports. 


A parallel port provides aconnection for transmitting data eight bits at a time. Printer uses 
parallel ports. 


Define an address bus. 


Itis used to manage the addresses of memory. 


Enlist some operating systems. 
DOS, Window 2000, UNIX, LINUX. 


What is meant by multi user's operating system”? 


In a multi user operating system, more than one user can use the operating system and its 
resources at the same time. 
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An operating system (OS) is a set of programs installed or running on a computer system to provide an 
environment for execution of other programs. Common operating systems include Windows, Mac OS x 
Linux and UNIX. Windows operating system is designed and produced by Microsoft Corporation. It is 
similar to other operating systems. Windows makes a computer system user-friendly by providing a 
graphical display and organizing information so that it can easily be accessed. The operating system utilizes 
icons and tools that simplify the complex operations performed by the computers. Estimates suggest that 
90% of personal computers use the Windows operating system. Microsoft introduced the operating system 


in 1985 and it has continued to be widely used all over the world. 
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Graphical User Interface 
GUI is defined as an acronym for graphical user interface, a process that allows you to point your mouse or 
cursor to a particular icon and click on it, causing a hidden list of commands to be automatically created for 


your computer to follow. 


Desktop 
The Desktop 1s the main workable screen that appears when the computer is turned on. A desktop consists of 
graphical symbols or icons, that show files, folders, and various types of documents (e.g. letters, reports, 


pictures etc.). 


Components of the Desktop 


Detail of desktop components are given below: 


Icons 
A computer icon is a graphical symbol that represents a program, a command, a document, etc. In 
computer applications, icons are used to quickly execute/run commands or open programs and 


documents by clicking or double-clicking on them. 


Start Button and Start Menu 
Start Button provides access to Windows XP ‘Start menu' that 


enlists different Windows applications and programs such as 





Sdiminisirater 


Documents, Settings, Search, Help, etc. Generally, it is located in 








the lower left corner of the desktop. Start menu canbe opened by @"""™".,, zp Nai 
; : . ‘i My Retest Oocumerta 
moving the mouse pointer to the start button and pressing the left = roe | Zyros 
(ia) te eet reeset. Zr . 
mouse button. S| sais Dry 
[MED Merosolt Ofice Enns! 2007 G8 bey Comenace 
Taskbar @~=-- id Hy erick Paces 
° ; . (Cb cornet pares 
Taskbar 1s a desktop toolbar application that lets a user perform — fi mms ctiewwontoany gy trope areca 
tasks such as switching between open windows and starting new © === Bomar ' 
: ‘ 2 : : i Lg Pers and Pawns 
applications. It contains buttons that give quick access to common 9 : aiesitkope 
tools and the programs currently running. psec 
All Proqeania i e) Par 


Window Tabs 


Windows Tabs are used to switch between any open windows 





(programs, folders, documents, etc). They are located on the Start Button and Start Menu 
taskbar. 


! After Review (¢: Adobe Photoshop 






Taskbar 
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System Tray 

It is also called notification area that displays icons for 
programs that are loaded into memory, although not all 
programs place an icon in this tray. It shows the current 
date/time and the clock. It also displays icons corresponding 


to services running in the background, such as an Internet 





connection, anti-virus, etc. 


P My Computer 
File Edit View Favorites Tools Help 


Dee GB poseech iP Folders Fi]- 


Address ¥ My Computer 


























My Computer BY) A Local Dick (C:) 
It is used to access all resources System Tasks : “= Local Disk (D:) 
: “a Local Disk (E:) 
in the computer including lv) owe <a Local Dick (F:) 
drives, control panel and "Se CD Drive (G:) 
ram (Shared Documents 
document. It can be accessed by : -— (Administrator's Documents 


double clicking the left mouse J Nokia Phone Browser 


button on its icon. Other Places 
J My Network Places 
¢-) My Documents 


OB iy Documents 
Fie Ede View Favorites Tools Halo 


exh = GR po seach p> Folders 


tories th My Documents 





File and Fokier Tasks 


My Documents Pla ero Poe 
QD Puisisr the folder to the 
It is the default personal folder web 


for storing data. My Music, 


My Pictures and other | Other Places 
, [ah Gesknop 
subfolders are located in My i At tain 
Documents. It can be accessed ig My Commuter 
*j My Metwra kh Places 
by double-clicking the left | 
mouse button on its icon. 
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© Recycle Bin 
File Edit View Favorites Tools Help 


3 QM \swe (Brame HH 








RECY Cle pity 


Recycle Bin 


Address | 2@) Recycle Bin 

It keeps the files that have been —_— 7 © 

Recycle Bin Task : ~ Chica Passwords 
deleted, whether accidentally or hhc ead a ee 
intentionally. Users can restore = Hee ee isa 7 

BS Restore all items task bar : 

the deleted contents before | - oe image 
deleting them permanently. It other Places 
can be accessed by double- F pesktop 
clicking the left mouse button on ) My Documents 


its icon. i My Computer 
. i ete wick, OA 


@ No pape to display - Microsoft Internet Explores 


File Edt View Favortes Tools Help 


=] OO |*) 2) Od pseach pravontes 


Internet 
Explorer 





= oho | ee , | 
Address |W) pg Ga Linas Google | w “4 Search = More 22 Signin “A 


Internet Explorer : 
Internet Explorer is a program i] Action canceled 
used to explore the Internet. It can = 

oo Internet Explorer was unable to link to the Web page you 
be accessed by double-clicking requested. The page might be temporarily unavailable, 
the left mouse button on its icon. It 


is commonly abbreviated as IE. 




















Familiarization with a window and its components 
Window 1s a rectangular area of the screen in which user can view program files, folders or icons. The main 
characteristics of a window is the same for all windows in Windows XP and its applications and makes it 


easy for users to manage their work. 


Title bar contains the application/document name and basic window control buttons such as 


minimize/close. These buttons are located at the top right corner of the window. 


Close button is located on the far right corner of the title bar and is used to close the active window. 
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Maximize / Restore button is used to enlarge the window to its maximum size or to restore the 


window to the size before it was maximized. It is located on left side of close button at Title bar. 


Minimize button (| is used to reduce the window to a tab on the taskbar. It is located on the left side of 


Maximize/Restore button . 


Menu bar enlists different menus such as File, Edit, and Help, etc. It 1s located along the top of the 


window under the title bar. 


Vertical and Horizontal Scroll Bars enable us to move up, down and across the window respectively, 


by dragging the icon located on the scroll bar. 










* My Computer 
File Edt Wiew Favortes Tools Bip 


DB \isaty | rates | 
Adc aes od My Conmpuber : 


Folders * 




















“ Shared Audrrinistrabor's 
Gocuments Documents 
+) Gee Local Disk (C1) 
‘Se Local Disk (0) Hard Disk Drives 
+] ‘Ge Local Disk (E:) i 
+ Se Local Disk (F:) —— “ _—— 
# 24 CO vive (G3) = =e —— 
t & copes Dae | Local Disk (C:) Local Disk (D:) Local Disk (Es) 
€ a be 





A window and its components 


Managing Files and Folders 


File 
File is a collection of data or information that has a name. It can be stored on storage device 


like a hard disk. There are many different types of files, data files, program files etc. 


Folder 

Folder 1s a name given to a reserved location in computer storage. A folder is used to store 
and manage files or sub-folders. For example, a folder in a hard disk can store documents or 
files. A folder within a folder is called a sub-folder. The subfolders may further contain 
subfolders. 

Drive 

Drive or disk drive 1s a storage device to store and retrieve data and information. There are 


different types of drives such as hard disk drives, removable drives etc. Drives are given 





names suchasA, B,C, D, etc. 
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Using Control Panel 
Control panel allows us to customize windows environment by doing some settings like adjustment screen 
display and its color settings, increasing/ decreasing the speed of mouse, and their size etc. Control Panel 
contains specialized tools that are used to change the way Windows looks and works. 

B Control Panel 

File Edt View Favorites Took Helo 

OQ BR Pea (Etats ii 

Address | Control Panel 


vig Control Pare! 


Ge Setch to Category View 


Sec Also 


i Windows Lipdote 
ted) Heke and Supecee 





Now we will go over some of the important functions of the Control Panel icons so you can get an idea of 


what is their purpose and how you can use them to improve your Windows experience. 


Accessibility Options 
Allow users to configure the accessibility of their PC. It comprises various settings primarily aimed 


at users with disabilities or hardware problems. 


Add Hardware 
Allow users to install new hardware devices to the system which are attached to it. This can be done 


by selecting from a list of devices or by specifying the location of the driver installation files. 


Add or Remove Programs 
Allow users to install or uninstall any program on the computer. We should always uninstall software 


rather than delete it from our hard drive. 


Administrative Tools 
Allow users to manage the computer, monitor its performance, edit the security policy and 


administer the computer's services. 
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Display 
The display settings allow users to change the way things appear on the screen. We can adjust items 


like the screen resolution and color quality and change desktop background. 


Fonts 
Displays all fonts installed on the computer. Users can remove fonts, install new fonts or search for 


fonts using font characteristics. 


Game Controllers 
Allow users to add, display, troubleshoot, and use advanced settings on joysticks and game 


controllers. 


Internet Options 


Allow users manages Internet connections and browser settings for Internet Explorer. 


Keyboard 
Allows users to adjust settings such as how fast the keyboard will repeat a character when a key is 


held down and the cursor blink rate. 


Mouse 
Allows users to adjust the mouse setting for features such as double click speed, button assignment 
and scrolling. We can also change our mouse pointers and effects as well as view details about 


mouse. 


Scanners and Cameras 


Allow users to manage attached scanners/cameras and adjust their settings. 


Scheduled Tasks 


This option provides the ability to schedule running of certain programs at certain times of the day. 


Sounds and Devices 


Here we can adjust sound and speaker settings. 


Automatic Updates 
Here we tell Windows how and when to update itself. We can control whether or not it downloads 


updates automatically. 


Date and Time 


We can set our computer's date, time and regional settings. 


Folder Options 
Allow users to adjust the way they view their files and folders from within My Computer or 


Windows Explorer. 


eeeiiiii. 74° : 
OU TIAMRYS (4 {15 ae 





Practical Notebook 





Network Connections 
This item allows checking and adjusting your network connection settings. It will take you to the 


same place as 1f you were to right click My Network Places and choose properties. 


Phone and Modem Options 


The Phone and Modem Options allows you to add, remove and change the properties for modems. 


Power Options 
Are used to adjust the power settings of the computer. Windows has built in power schemes for 
different settings such as when to turn off the monitor or hard drives and when to go into standby 


mode. 


Regional and Language Options 

If you need to have multiple languages or formats for currency, date and time you can manage them 
using this option. 

Security Center 


The Windows Security Center checks the status of our computer for the status of firewall, virus 


protection and automatic updates. 


System 


This option provides the information about computer's configuration, name and network status. 


Taskbar and Start Menu 


Allow users to change the setting for taskbar and Start menu. 


User Accounts 
We can add remove users and change the account types for users who log into your system and can 


also change the password. 


Printer and Faxes 


The Printers and Faxes is used to add, remove, and manage printers and fax devices. 
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Yall 
The process by which programs and data are copied and installed to the hard disk of a computer system 1s 


called system installation. 


Installing Windows XP has been broken up into the following parts. 
Begin the installation 
Continue the installation 


Complete the installation 


Part 1 
Begin the Installation Press amy key to boot fron CD.. 


1. Insert the Windows XP CD into 
CD-ROM/DVD-ROM drive 


immediately after starting. 


2. If prompted to start from the 
CD, press any key within 5 





second. If prompt does not 


appear change the boot | Fj 


Windows XP Professional Setup 
sequence from computer setup 
Welcome to Setup, 
and restart your computer. fetes tis ase, a py, er ere, 
This porti on BF the Setup program prepares Microsoft(R) 
Windowe(R? KP to run on your computer. = 


3. Windows XP Setup begins. * To set up Windows XP now, press ENTER. 


a 
= 


. 7 . -4 — _ 5 ap | iv hi lous uP 4 Pe tal lat di nn sding 
During this portion of setup, eae Cansa te. we deasfabrea fe sian 


the mouse 1s not needed. On the © To quit Setup without i stalling Windows XP, prese F2. 
Welcome to Setup page, press 
ENTER to continue and F3 to 


exit. 


ENTER=Continue R=Repair F3=Quit 


i “Computer RYo (4 /(¢ ae) 









Practical Notebook 


4. On the Windows XP Licensing Agreement page, read the licensing agreement. Press the PAGE 
DOWN key to scroll to the bottom of the agreement. Press F8 if you agree to press these terms and 


conditions and press ‘ESC’ in case of disagreement. 


5. On the Windows XP Professional Setup page, select the partition on which Windows XP will be 


installed. Once you complete this step, you will be prompted if you want to erase all data present on the 
selected drive. 


Hindows HE Licensing Agreement 


| Windows HP Peofecsional Tetap 


Filorceoft Windows KP Professiosal 
EXD-SER LICEXEE S2REXENT 


IAPORTART-EEAD CAREFULLY: This End-User 

Licenses Bgreesent (“BELA™) is « legal — bateren yeu 

faithear an isdividual oF : i ankity? and Aicrosel = 

Corporation for the Aidceooelt coftwere prodect identified abrer, 

which includes computer aeftware and may Ing lide azseciated 
— materiels, “online” or electronic docasentat ion, 

| Iinternet-hased services €'Pridment™?. in amendeent oF 

siddendum © Ea Ehis BULA a accompany Ele rect. YG AGREE TO 2 

By WE Team 0 OF THIS Eula 


The fellowing List shows the avictiog partitions and 
enpartitiened epace on this computer, 


Bee the OF sod BOPH ARROU kegs tp eelect an item in the ise. 
* Ta eet ep Vindoee SP on the selected iten, peesr ERTER- 
= Ta tradgte 4 partition in the enpart ltianed space, preea GC. 


= To folate the telected partition, press i. 


|eiza Ae Bish @ at 1 8 on bie 8 on atapl [REI 


ro) Pareto tion! Chew tRaws 
act, F iy! Qeparticianed space 
PLACE OF etiad ‘FOR @ FULL REFUND 


1. CRAMT OF LIGEHEE. Aicreroft granes you the Fallewing rights 
epee iaed that you comply with all tere: and conditions nf 
Lhis Las 


= [aetallecios ond une. You mai } neta, ik, aoened, 
iitglay ond run one copy of th Product on a ingle 
computer. gach an a workstation, terelnal or other dew ioe 
Ctorktatian Computer"). The Beeduct may not be mead 
by more Chow tee (2) precedsers at gay one tine of aw 


~ FB=I Agree ESC=I do not agree PAGE DOWN=Next Page 














_ ENTER=Install C=Create Partition F3=Quit 


6. On the Windows XP Professional Setup page as shown below on left side, press Enter key again to 
select Format the partition using your required format type. NTFS (New Technology File System) 
offers many security features, supports larger drive size, and bigger size files. 

7. On the Windows XP Professional Setup page as shown below on right side, Windows XP erases data 

from the selected partition and then copies the setup file. 


Hindows AP Peefsavional Setup 


Gindowy HP Prafecsional fetep 
The parti¢ien yeu ray ase ie not forsstted. Setup vill naw 
format the partition 


Use Eee OF and DOV BAR kee haa telect the Fille ¢yaten 
wou want, andl then preea ERTE 


Please wait ubile Gecup formace the partitions 
C: Portidtdaed (Hew (Haw) f B47 Al { Pe? AD free} 


lt ya nant te select a different parti¢ion far Windows HP. on AOR AR Bisk @ at Fd B on bee Bo on wtapi (ADA, 
prese 


Pareat the partition using the MIPS File syoben at 
Pormat che partitien ut ing ir be FAT File syater CGrcie beh 


Format che part lt len us ing che: PAT File sqten 





Betup it farnatcing.. . 





 ENTER=Continue ESC=Canel 


Part 2: Continue the Installation 


8. After the setup has completed copying the files the computer will restart. Leave the XP CD 1n the drive 
but this ttme DO NOT press any key when the message "Press any key to boot from CD" is displayed. In 
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few seconds setup will continue. From this point forward, you can use your mouse. Windows XP Setup 


wizard page will guide you through the setup process of gathering information about your computer. 


9. On the Regional and Language Options page click Next button to accept the default settings. If you are 


multilingual or prefer a language other than English, you can change language settings by clicking 





“details” button. 
> Wincows Windom MF Profesional Setup 
Regional and Language Options 
Eulioctin | Stay connected with colleaques, You can cusiomics ‘Windows &PF bor diferent rage and languages 
customers, friends, and family 
ipdabe 
pais (tic cramp hin in cater ee Regional and Language Option: allow pou to change the way numbers, dates 
Shama oa sated cv Careet 35 yl a flay Te P<) sino aru Saye ea "eo ak aupeot Fer ecinab 


Tur a PM cee tA 
beslion & tel lo Undead Stale. * 


Te change nee ui eho Duskornine 





Ws munmtee a “Teet Inet L een ae ee ee ene ee 
aa waiety rok mathadk wid id cavicoee, 


‘eur detoull tet input lanquege and method is US keybaard lapoul 








Toweworchange you curenl configuaion cick Deial Detail. | 





10.On the Personalize Your Software page, type your name and your organization name. Some programs 


use this information to automatically fill in your name when required. Then, click Next button. 


11. On the Your Product Key page, type your product key as it is printed on your Windows XP CD case. 
The product key is unique for every Windows XP installation. Then, click Next button. 


Wandows 3P Prehesecinaal Seta Windows &P Prolessanial Selip 








Peaonalize ‘Your S.oltware Your Prodisc! Key 
ie pedart cor i a ail about youre bo peasoraline jour yada Your Praducl sy uniquely deniiies you copy ol windows <P 
nolhey 
gt Tyme you lullname and the name of pour company ot oganiaton ie teastetar tne misink dawson aie 
we anhe bach, ol yout Winders 
Hamer as, Tyne tay 








12. On the Computer Name and Administrator Password page, in the Computer name box, type a name 


that uniquely identifies your computer at your work place. If you connect your computer to a network, 
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you will use this computer name to find shared files and printers. Type a strong password that you can 


remember in the Administrator password box, and then retype it in the Confirm password box. Now 


click Next button. 


13. On Date and Time Settings page, set your computer's current time. Then, click the Time Zone drop 


Menu, and select your time zone. Click Next button. 
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14. Windows XP will spend same time configuring your computer. On the Networking Settings page, click 


Next button. 


15. On Workgroup or Computer Domain page, type your working group or simply press next to select 


default setting. 
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Part 3: Complete the Installation 
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16. Windows XP will spend some time configuring your computer and will automatically restart when 


finished. When the Display Settings dialog appears, click OK. To automatically configure your screen 


settings. 
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17. When the Monitor Settings dialog box appears, click OK. To automatically configure your monitor 


settings or connect to set them manually afterwards. 


Display Settings Monitor Settings x 


TE OROvE IR PCa STICe Be YE “SMTi er Weiaeta HOLA\ ESTER @ , Windows adjusted your screen resolution, IF you can read 
7? 





adiust your screen resolution, this text, click OK to continue. 


== 
Laat ees oe | 


18. The final stage of setup begins. On the Welcome to Microsoft Windows page, click Next button to 


continue 


19. On the Help protect your PC page, click Help protect my PC by turning on Automatic Updates now. 


Then, click Next button to let the computer update itself when the updates are available. 
AWC eae £ = Windows”? 


Welcome to Microsoft Windows lelp protect your PC 


Thank you for purchasing Microsoft Windows XP 
NAA ANU) Colgate life AY Tareloynyeser= Tam colU] i ar=\vareial-Yeu qu colmtat-W[-1(-\iMl an] ele)ae=lalmo) eler-l¢-tom (olmntelelmexe)anl olUii-Ymr- lave [arcir-li mtal-1nal 


Let’s spend a few minutes setting up your computer. é ; ' a , 
: al a automatically. These updates can include security updates, critical updates, and service packs 


v) oW n[=1| ome) ce) (-Yei mtv ec Om on mlUlaallale MolaWANelce)tar- litem el eler-li-\-Marel iy 


((x=YeroyanTant-vare(-ve)) 


«) @ Not right now 


If you haven't turned on Automatic Updates, you computer is more vulnerable to virus and other security 
threats. 


To continue, click Next. @) @) 


CoM aliolauirlicolam mere) (Yer CoM dat-lmer-[imel-MUy-Le Mm coMCol-Taliiamole Mol mexe)alt- (ei myCol) 
Please read the Windows Update privacy statement 


Next Back Next 


For help, For help, 
click here or press F1. click here or press F1. 





AW iene 
20. Windows XP will then check if you are ) a 
"WL d VES eXoy any oLULK=y exe) ay ay=Xeam CoM date Mlanecd mals) i 


; a 
connected to the Internet: Directly, or through a network? 


You can set up this computer to connect to the Internet directly, or through a network of connected computers, if you have one in 


a. If you are conne cted to the Internet, select ether case, Windows Firewall helps protect your computer from unauthorized access over the internet. 


Will this computer connect to the internet through a network? 


the choice that describes your network 


(oN (em cal iMecolinlolUicelmorolalat=teim ta}ell(e]alr-Wloler=\i-1x-t-Mal-1\y (els qolm areyual-WatciNie) i 


connection on the Will this computer @ No, this computer will connect directly to the Internet 
If you’re not sure whether your computer is on a network, select No above. You can always change this option after you finish 


Cc O n n e Cc t to t h e ] n t e r n e t dire Cc tly, O r setting up windows. Just click Control Panel on Start menu, and then click Network and Internet connections. 


If you don’t want this computer to connect to the internet now, click Skip 


through a network? page. If you're not 


sure, accept the default selection, and click @) 
Next button. click hoe Pea FA. 


Skip Next 
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b. If you use dial-up Internet access, or if 
Windows XP cannot connect to the 
Internet, you can connect to the Internet 
after setup 1s complete. On the How will 
this computer connect to the Internet? 


page, click Skip. 


21.Windows XP Setup displays the Ready to 


Z2. 





activate Windows? page. If you are connected 
to the Internet, click Yes, and then click Next 
button. If you are not yet connected to the 
Internet, click No, click Next button, and then 
skip to step 24. After setup is complete, 
Windows XP will automatically remind you to 
activate and register your copy of Windows XP 


to register your Windows. 


On the Ready to register with Microsoft? 
page, click Yes to validate your copy of 
Windows, and then click Next button. 


Introduction to Windows 


£e Windows 


How will this computer connect to the Internet? 


ollov ving options are available to connect this computer to the internet. Which one would you like to use? 
ears 


© Digital subscriber line (DSL) or cable model 
AJ pliwe)ohiteyphe=)I(e) Voom ZelU CoM Uly-MVZol0] mn (-)(-10) ateyaT-MNVATl(oMoLUMe-Mexe)alat-Teit-teM CoM tal-Wlni(-1an(- lew Wer-]0)(-Mastere(-1paMUKy-tomr-Mer-le) omits) (\VIJ(0)0) 
network to make the connection, and you can watch TV while you're connected. Both of these options are generally faster 
Harlan (el(-)e) ate) at-manrere (1108 
@ Local area network (LAN) 
ALAN is a group of computers and devices within a limited area, such as your home or a floor of an office 
building with a LAN, your computer will connect to the internet through another computer on the network. 


Forhelp, 
click here or press F1. 


Se) INey a9 


£8 Windows 


eady to activate Windows? 
ftware piracy, please activate your copy of Windows now. 


ed to give your name or other personal information when you activate Windows. 


ify wait to activate, you can still use windows, but you will receive periodic reminders. After 30 day(s), you must activate 
windows before you can continue to use it. 


Microsoft is committed to you privacy. For more information, read the Windows Product Activation Privacy Statement. 
Do you want to activate Windows now? 


© Yes, activate Windows over the Internet now 


@ No, remind me every few days 


For help, 
click here or press FA. 


£e Windows 
ad Vike register with Microsoft? 


2 with Microsoft, and we'll notify you of new products, product update, invents, promotions, and special offers that 
erested in Registration is optional. 


‘Are you ready to register online with Microsoft? 
© Yes, I'd like to register with Microsoft now 
@ No, not at this time 


Microsoft is committed to protecting your privacy and does not share your information. 
Show me the Windows Registration Privacy Statement 


Forhelp, 
click here or press F1. 
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Microsoft’ 


23. On the Collecting Registration Information [RAsMUMOS 


page, complete the form. Then, click Next Collecting Registration Information 


butt on To o the text box, pre TAB on your keyboard 
e 


| Muhammad 





Pridress: | 24/E-II, Gulberg 





olive Lahore (Optional) 
State/Province: a 

iede\-it-| eo) ay4] oevole(-i 54000 

Pakistan 


azam4web@gmail.com 


Country/Region 


E-mail address: 


ll Send me promotions and offers from Microsoft 
i Send me promotions and offers from Microsoft partners j 


For help, ’ 
click here or press F1. 


Back Skip Next 


24. On the Who will use this computer? page, : ‘Windows 


type the name of each person who will use the Who will use this computer? 
computer. You can use any names. Then click Beibesalen the way you war Windows to orgarize and capay internation, pret your fle and computer seinge, and 


the desktop 


Next button. To add users after setup 1s Your name 
2nd User 
—s 


complete or to specify a password to keep 





Ath User: 


your account private, go to Control Panel / | 


Us er Accounts ° These names will appear on the Welcome screen in alphabetical order. When you start Windows, simply 


click you name on the Welcome screen to begin. If you want to set passwords and limit permissions for 
each user, or add more user accounts after you finish setting up Windows, just click Control Panel on the 


Start menu, and then click User Accounts. 


25. On the Thank you! page, click Finish. 


Congratulations! Windows XP setup is complete. 
You can log on by clicking your name on the logon 


ered your copy of Windows with Microsoft. 


screen. After logon, take a few minutes to validate | =) 

your copy of Windows. Validation gives you nam 
access to hundreds of free downloads from the 
Microsoft Download Center. To learn about the 
new features Windows XP provides, click the Start 
button, click All Programs, click Accessories, and 


then click Tour Windows XP. 


Forhelp, 
click here or press F1. 
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STARTUP PROCEDURE 
OF WINDOWS 





Following are the steps to start up Windows: 


























° Turn on the computer (by pressing power button) 

. Windows XP starts loading its files from Hard Disk to RAM. 

° After successful loading, Windows log on welcome screen appears. 

. Type password against username in the assigned text box and press 
Enter key. 














Windows desktop screen will 
appear as shown in screenshot on 


right side. 














LAUNCHING THE START MENU 
AND) OPENING PROGRAMS, 


PROGRAMS) SUBMENU 





Introduction 
Windows Start button 1s on the left corner of Taskbar. It is used to open the Start Menu. The Start Menu 1s the 
main gateway to computer's programs, folders, and settings. It is called a Menu because it provides a list of 


choices. 


Use the Start Menu to do these common activities: 
¢ Start programs 
¢ Opencommonly used folders 
¢ Search for files, folders, and programs 
¢ Adjust computer settings 
¢ Gethelp with the Windows operating system 


¢ Turn offthe computer 








lark “| Administrator 
¢ Log off from Windows or switch to a different ! 





user account | = Internet My Documents 


Inte net Exar 











| > E-mail 2) My Recent Documents 
’ Mierasoh Gffice Catia i) Fes s | 
AD vi 
|x: Microsoft Office Excel 2007 gary ener 
; ©) My Network Places 


&) Mozile Frefox 
Contril Panel 


j2 Miorosoft Office Word 2007 @y oa fan Access and 


| € Google Chrome - Connect To rn 





| i 
| Sy Printers and Fax 
| G) corona 2 c 
To Launch Start Menu | (J) Help and Support 
‘ : a Notepad a 
° A single left-click on the Start pe Search 
button opens the Start Menu. OR All Programs [> Riu... 


Press Windows key on the 


keyboard to open the Start Menu. 
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° If we right-click on the Start button, a local menu appears. Click on Open to open the Start 
Menu folder as a window on the desktop. OR 
: Click on Start button with Left mouse button. A menu popping up appears as shown in 


figure on previous page. 


The left side of the Start Menu contains the programs list, which is divided into two given 


sections. The two sections are separated by a line. 


° "Pinned list" (at the top). 
° Frequently Used list. 


To access Programs/programs submenu 


° The desktop can be used to launch programs. Another way to launch the programs 1s through 
the Start Menu at the bottom of the Desktop. 

. Point the mouse pointer on the Programs submenu. It will display list of installed programs. 

° Select the desired program from the list and click to open it. Program will open. 


Introduction to Windows 








HOW THE TASKBAR 
> CUSTOMIZED? 


Led 





Introduction 
Taskbar 1s the long horizontal bar at the bottom of desktop. Unlike the desktop, which can get obscured by 
the windows on top of it, the taskbar is visible almost all the time. It has four main sections: 

¢ Start button , which opens the Start menu. 

¢ Quick Launch toolbar, which lets you start programs with single click. 

¢ Middle section shows the opened programs and documents and allows to quickly switch between them. 


¢ Notification area includes a clock and icons of different applications. 


There are many ways to customize the taskbar and Start Menu. For example, you can move the entire 
taskbar to the left, right, or top edge of the screen. You can lock the taskbar, make the taskbar auto- 


hide, keep the taskbar on top of other Windows, hide inactive icons, show/hide quick launch and 

















show/hide the clock. 
° Open the Control Panel (located in Start Menu). 
: Under Pick a Category, click Appearance and Themes. 
fi Control Panel : fe) 
Fie Ect Wew Favorites Toms Help r | 
© * ‘t # Search > Polder: 
oF Control Panel : oo 
cont | 
Ey - va 
& a 
- e} 
(6° Ss 
1g: c, 
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° Under Pick a Control Panelicon, click Taskbar and Start Menu. 

. Taskbar and Start Menu Properties dialog box opens with the Taskbar tab displayed. 

. Use the check boxes as shown in screenshot given below to customize the appearance of 
taskbar and click OK. 

° If we select the checkbox of Hide inactive icons, the Customize button becomes active. If we 


click on customize button the Customize Notifications dialog box appears as shown in 


screenshot given below on right side. 





Taskbar and Start Menu Properties 


Customize Nolifications 











= Windows deplays icons for sctine and uigent nolilicshons, and hides 
ingchwe ones. Vou can change this behawor for ems in the hist 


Tackhat appesrance 





| Mane Behavice 




















[2] Locwetk, tre tas kcbvew 
[7] Aauboshide thre ae baw Current Items 
Keg thee basic of olher pandors | 
1 Keon phd | | 2 Broadband Hide when inactive 
[) Geowo simile taskbar buthons —- Ln gn 
TB] Shine dh | | Se Low Dick Space Hide when inactive 
| || 2 Irtemet Download Manager Hide when inactive 
Motilication wea | | J Local Area Connection Speed .. Hide when inactive 
MEETS 8 SE 
| Nokia PC Suite Hide when inaclive 
[=] Show tha clock 3 BaTowent 7.81 0/0) downloading... Hide when inactive 
You can keep the notification area uncluttered by hidiig icores hat pons | SD) Not connected HTT OH 
have not clicked recently. | A yo Uden oe Pt a 2 
come Retire Dela 


— ———=—=_———— 
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LAUNCHING 


THE WINDOWS EXPLORER 





Introduction 

A program used to explore the contents of computer is called windows explorer. It offers a fast, easy way to 
view, copy, delete, move, etc., the folders and files found on all disk drives. Think of it as one really big filing 
cabinet. It 1s important to note that the Windows Explorer application is different from Internet Explorer. 
Windows Explorer lets you explore/view files on your computer, while Internet Explorer allows you to 


connect to other computers via the World Wide Web. 


To open Windows Explorer, do the following: 
¢ Click the Windows Start button, and then select All Programs button. 
¢ Select the Accessories button. 


¢ Click on Windows Explorer. 


Other ways to open Windows Explorer, most of them much easier than that: 
¢ Ifyour keyboard has a"Windows Key", then Windows key+E opens up Windows Explorer. OR 





Sete J Shared Oocuents lod Acimareatrstra’s Cexcureerts 
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¢ Rightclick on My Computer, and click on Explore. OR 


¢ Click on Start, then Run, and enter a folder name in text box, like "C:\", and click OK - this will open 
up Windows Explorer. OR 


¢ Simply open any/required window and click Folder button in the toolbar. 
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OPENING A WINDOW/PROGRAM 


3.6 arfo) | lamar pp hele-Wrle)\ fs 


Opening a program from the Desktop 
For example, to open a Notepad, follow these steps: 
1: Double-click the program icon as shown in left screenshot. 


: Right- click on the program icon and select as shown 1 in right hand side screenshot. 
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Opening a program from the Start menu 
For example, to open Paint program | cz reel 











ey 
follows these steps: om 
Click Start button. 
Select All Programs option. 


Tai ligan femel | 
a 


L kict oot Sallie Oe 


aa 


#fii=15 





From Program Menu select 


Accessories. 


EB Meresift Offs Ene gf ony 


Select Paint from Accessories! 
Guan. | 


j= Micromet. CTs virus 
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Goce 









~ Al Bream | 


= - a 


—_ 


TS vie 


\2 Uadleah Exprous 

Becks Anaelanne: 
lo toviradkernet ites Plage 
E: Widows Meceerge 
cy winds Mowe Make! 
g BP Scryers tn 
iy ace 12. 
| ae 
| ie Googie Chrome 
Dc) set brage fe Frertethap 
|) Gettin 
fej pple Softreare Upetabe 
a lyeiry Ful 4 








| Computer Science 9 





Practical Notebook Sy 


Opening a program from the RUN Command in Start Menu 


For example, to open Command Prompt follows these steps. 


« Select the RUN Command 


from Start menu. 


AAMAS trator 


Trbernest Expeney 
—_ 
rime i air Cates i 


ssa reeuk 2nd 


#01 0-05. 


ixe Merosalt Offae Foc! 2007 


GB vctertere 


jz Merooalt Office word 2007 


Windows 


Professional 





e Write the name of program 
PROS Type the name of a program, folder, document, or 
(e.g., cmd) in the Run hsm” and Windows will open it For you. 








window Open bar. Open: ‘ond 





Run window 


<X C:\WINDOWS\system32\CMD.exe 


Microsoft Windows XP [Version 5.1.2600] ‘ 


C) Copyright 1985-2001 Mi ee Cores 
e Command Prompt will (C) Copyright Microsoft Corp 


C:\Documents and Settings\Administror> 
open as shown below. 
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CREATING A NEW FOLDER 





Creating a folder using right click 
You can easily create a Folder ABC on the desktop by right click. The steps are given below: 


a a ena j nh ‘ fi : J 


wt aah 





¢ Right click anywhere on 
the desktop (A pop-up 


menu will appear). 
bem 9; comleaye, 20 
, nt femmes (Ph Corel PHOTO-PAINT 12.5 brage 
¢ Select New optionfromthe J BEG) vecrccon corce Word Douunert 





Bi) “TE Adkte Photoshop image | f f 
a AR eect Morrah tr 


Scere = \VICOWS 

¢ Click Folder option from 
the New submenu, a folder 
will be created with ‘New 


Folder’ name option. 


41. os, bo heel 
Pectet ihe i 


A 


¢ Give ‘ABC’ name to the 
folder. 


Press Enter key. The new 


folder gets created with 


sa 5 
the desired name. r | Windo we 


Professitetal 
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Creating a folder using Windows Explorer 


You can create anew folder from Windows Explorer easily. Follow these steps: 










ne 
a eo 


Windows Explorer use shortcut key 7] toch Nowe ia oe | ‘os 


¢ At first, open Windows Explorer. To open 


(Windows + E) or follow the path Start > ~=__ 5 onan _] carte 
Sane Bern — 








All Programs > Accessories > Windows 

eal Miers oy Tr erabdas 

Explorer. 

¢ Now, navigate to the place where you want 
to create new folder. 


¢ Then click on File Menu in the Menu Bar, 





i aoe cle ae 
7 reg ee oP eh ee oe ol Dl 
ee 


you will see a drop down menu. 
¢ From the drop down menu, click on New and 


then click Folder as shown in screenshot. 


ce ee Sy 
= 


+ CG) oP jp oseeth. rd T 


¢ A folder appears which is highlighted as ‘Be 





New Folder. Now type your desired 


folder name as shown in screenshot. 


¢ After finishing to type your folder name, 
press Enter key on your keyboard or 


simply click the blank area. 


Creating a Folder using Navigation Tab 
a | 


You can create New Folder through this method i ee tiene et Ta e 
. . Pel kat Ps | # leet | lee aed] 
to Windows operating systems. Follow these Sailr pesca at ceaapanamparineaisoric wea ee 


= oy See bre ari 
= ~ | eh 


instructions: 


¢ At first, open My Computer and navigate 
the location where you want to create New 
Folder. 
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¢ Now, left click on New Folder option from 


the File and Folder Tasks menu in your ~ 7 70 6 
fhe SPC e i pememeras ine Set Freed ibe bt on Loeeiaiog ies Pritiee o Fye 





Common Tasks toolbar (it's located on the 


Vie ed Pobies Tanke 8" [Ga] ses descr Jo webete 


im 
Lal acts wk LJ arto AE a 
iat fant 


left side of your screen). 


¢ Then, you will see there is a new folder of 
your desired location which is highlighted as 
New Folder. Now type your own desired 


folder name. 


¢ After finishing, press Enter key on your 
keyboard. 


Creating a folder using command prompt 


To create a folder (directory) from the command prompt follow these steps: 


¢ Click Start then Run and type cmd. Now press Enter key to open = BSSUMMERNSSSSise eis [oh 


:\>MD SCIENCE 
command prompt. 
:\>CD SCIENCE 
¢ Now, type the command “MD Folder Name” in the command :\SCIENCE>MD TEST 
:\SCIENCE>CD TEST 
prompt: 


: \SCIENCE\TEST> 


Here, Folder Name will be our own desired folder name. 
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HOW TO SEARCH 
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Introduction 


Sometimes, we have created a file or a folder and 


just can't remember where it is. There are a lot of 


places to look for a single file. You may never find 


it, even with the help of Windows Explorer. One 


thing you can do to track down a missing file or 


folder is to use the Windows Search tool. 


To search for a file or folder follow these steps: 


Click Start button on the taskbar. 

From the menu that pops up, locate the 
Search option and Click on it. 

When you click on Search, you'll get the 
window as shown in Fig3.8.1. 

Under "What do you want to search for" 
click the option "All files and folders". 


Type part of or the entire name of the file or 
folder, or type a word or phrase that is in the 
file. 

In the Look in box (Fig 3.8.2), click the 
drive or drives, folder, or network location 


that you want to search. 


Choose one of the following options: 








ee 7 
‘sal WW 2 tanec | oraere  GE]= 
bh echt erm ir o Se 


a9 Lh ere 6 eet per ee, ee et ae ee ee 





Te ee 7 
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Fig. 3.8.2 


a) Click When was it modified? to look for files that were created or modified on or between 


specific dates. 


b) Click What size is it? to look for files that are ofa specific size. 


Cc) Click More advanced options to specify additional search criteria. 
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¢ Click Search. Windows XP will start the 


search, and you'll see files and folders as ‘Qe 
a be a. 
De PRL ie i 
Lh Soe eek 


woe tne Li Pima OHew | 
fe fap i 


¢ In Fig 3.8.3 we're searching for a file. allie a Senet ae 


HO. | Pte Der fies, 
Fria 


shown in Fig 3.8.3. 


Windows finds any files or folders with our 


DS Fee 
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0 et 
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i 
2 Pe ee. 
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search term in it, it will display them to the 


ake 
i ee ce ee. i 
Se i 
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Li ie ie. | 
Ro Sestwibe. 4 
pn i 
i Fe nae i 
Se VG eage i 
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window on the right. 








¢ In Fig. 3.8.4 XP has found files/folders 


with our search term in the name. 


i Pe Otic We 
ce 

LEE Paes Of hee ei 

i Ah ice he 

Dh Se oss de . 

7S PtH Dee We 
Pomiae 


¢ Even though we typed all our letters in 


lowercase, the folders found have capital 


ee Bee oie de 
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Picichen 
ol eh oe lh 
BRS Peed Wee tel 
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Pre ew 
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iG ee Bipkiey.. = 
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letters in them. In others words, the search 


is not case sensitive. 
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We) GUE O ACN Te) MNy = 
A\FILE/FOLDER| FROM 


ONE LOCATION TO ANOTHER 





To copy and paste a file / folder from one location to another, do the following steps: 
¢ Select the file/folder to be copied and right click it. 
¢ Select the Copy command from the drop down menu. The folder will be copied. 
¢ Move the mouse pointer to the destination folder/location and right click tt. 
¢ Select the Paste command from the drop down menu. 
¢ The folder will be pasted. 
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To copy a file/folder to another folder/ location by Dragging and dropping, do the following steps: 





Move the mouse pointer to the file to be copied and keep on pressing the left mouse button on It. 


Drag the file/folder by moving the mouse, while the left mouse button is still pressed, to the 
destination window. 
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¢ Release the button. 


Dragging and dropping a file 


The file/folder is dropped and copied to the new folder/location. 


For Cutting/Moving a file/folder and pasting it to another folder/location, do the following steps: 


Select the file/folder to be cut and right click on it. 


Select the Cut command from the menu. 


at 
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Cutting a folder 
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¢ Goto the destination folder/location and right click on itt. 


¢ Select the Paste command from the menu. The folder will be pasted. 
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Pasting a folder 
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A pasted folder 
Note: 
Following keyboard shortcuts may be used while cutting, copying and pasting files/folders. 
To Copy Ctrl+C 
To Cut Ctrl+X 
To Paste Ctrl+V 
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Introduction 


Windows users can rename their files and folders by using one of the follwing methods. 














Method Nol: 
l. Select the file or folder you want to rename. 
2. Right-click the file and click Rename from the menu that appears. 
3. Type in the new name and press Enter key. 
verre Favontes Took Help | 
Gx Of Pawo je rae His 
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Method No2: 
ie Select the file or folder you want to rename. 
2. Press the F2 key on the keyboard. 


oy Type in the new name and press Enter key. 
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Method No3: 

l. Select the file or folder you want to rename. 

pe Click File at the top of the Window and select Rename from the list of available options. 

3: Type in the new name and press Enter key. 

Method No 4: 

l. Select the file or folder you want to rename by clicking on the file. 

Z: Once highlighted, wait a few seconds and click the file again. The name of file/folder will be 
highlighted. 

3. Type in the new name and press Enter key. 


Note: 
If user don't wait long enough and click the file or folder quickly it will open the file or folder. 
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HOW TO USE RECYCLE BIN 





Introduction 
The Recycle Bin is a folder that stores deleted files and folders. We can restore the files and folders from the 


Recycle Bin which have been deleted accidently or intentionally. 


° Find the file you want to delete. 

° Highlight the file clicking on the file or folder. 

. Press the "Delete" key. A confirmation dialogue box will open. 

° Confirm by clicking "Yes" will automatically send the file to the Recycle Bin. Press "No" if 
you've made a mistake. 

OR 

. Find the file you want to delete. 

° Right click on it. 

° A pop-up menu will appear. Simply click the “Delete” option from 
the menu. 

. Aconfirmation dialogue box will open. 

° Confirm selection by clicking "Yes" will automatically send the 





file to the Recycle Bin. Press "No" 1f you've made a mistake. 


. Right-click on the Recycle Bin, from desktop. 
Open or Explore the Recycle Bin to see the 
contents. 

° Click "Empty Recycle Bin" permanently delete all files . 


Restore Deleted Files / Folders 


If user accidentally deleted the file, user can recover it through steps as below: 


° Double-click on the Recycle Bin in Windows. 
° Right click the file. 
° Select restore option to put the files on their original location. 
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HOW TO SHUT DOWN 


AND RESTART THE COMPUTER 





NOTE:- Never switch off the computer, you may lose unsaved information and damage computer's hard 
disk drive. 


To shut down the computer properly, follow these steps: 


alee | Administrator 


¢ To shut down the computer click on the Start — 
button ( ). The Start Menu appears as 


shown below. 








9 8S stat result tnd bh 
“oh 2001-15 of My Music 
: : | xs Maorcsoft Office Excel 2007 rw | 
¢ On the Start Menu, click on the red power button J my Network Places 


as shown in the picture. This will open up the 


power options dialog box. 





¢ To shut down the computer, click on the Turn Off button and to restart the computer click on the 
Restart button. 


Turn off computer 


r 
al» 
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EE 


Restart 
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| Cancel 
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Holding and moving mouse properly can help to avoid soreness or injury to your wrists, hands, and arms, 


particularly if we use computer for long period of time. Here are some tips to help avoid problems: 


¢ Place your mouse leveled with the elbow. Your upper arms should fall relaxed at your sides. 

¢ Don't squeeze or grip mouse tightly. Hold it lightly. 

¢ Move the mouse by pivoting arm at elbow. Avoid bending your wrist up, down, or to the sides. 
¢ Usea light touch when clicking a mouse button. 

¢ Keep your fingers relaxed. Don't allow them to float just above the buttons. 

¢ When you don't need to use the mouse, don't hold tt. 


¢ Take short breaks from computer use in every 15 to 20 minutes. 


Using mouse 

Mouse is used to interact with items on computer screen. 
We can move objects, open them, change them, delete 
them and perform other actions, all by pointing and 


clicking with mouse. 





Basic parts @ Primary button 


A mouse has two buttons: a primary button (usually 
@) Scroll wheel 
the left button) and a secondary button (usually the 


; ; Secondary button 
right button). The primary button is the one you use @ ae 
most often. Most mice also include a scroll wheel 
between the buttons to help scroll up and down 


through documents and web pages more easily. 


Holding and moving the mouse 


Place the mouse beside keyboard on a clean, 





smooth surface, such as a mouse pad. Hold the 


mouse gently with your index finger resting on 
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the primary button and your thumb resting on the side. To move the mouse, slide it slowly in any 
direction. Don't twist it—keep the front of the mouse aimed away from you. As you move the mouse, 
a pointer on your screen moves in the same direction. If you run out of room to move your mouse on 


your desk or mouse pad, just pick up the mouse and bring it back closer to you. 


Pointing, clicking, and dragging 

Pointing on an item on the screen means moving the mouse so that the pointer appears to be touching 
the Icon. When the user points on something, a small box often appears that describes the item. 

Most mouse actions combine pointing with pressing one of the mouse buttons. There are four basic 
ways to use your mouse buttons: click, double-click, right-click, and drag. 

Click (single-click) 

To click an item, point to the item on the screen, and then press and release the primary button. Click 


is most often used to select an item or open a menu. This is sometimes called single-click or left- 
click. 


Double-click 

To double-click an item, point to the item on the screen, and then click twice quickly. Double-click 1s 
most often used to open items on your desktop. For example, you can start a program or open a folder 
by double-clicking its icon on the desktop. 

Right-click 

To right-click an item, point to the item on the screen, and then press and release the secondary 


button. Right-clicking an item usually displays a list of things you can do with the item. 


Drag 


User can move items around screen by dragging them. To drag an object, point to the object on the 





screen, press and hold the primary button, move the object to the desired location, and then release 


the primary button. 


Using the scroll wheel 
If mouse has a scroll wheel, user can use it to scroll through documents and web pages. To scroll 


down, roll the wheel backward. To scroll up, roll the wheel forward. 


Customizing mouse 
User can change the mouse settings to suit his/her personal preferences. For example, user can change 


how fast the mouse pointer moves around the screen, or change the pointer's appearance. If user is left- 
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handed, he/she can switch the primary button to be the secondary button. 


To change mouse properties: 


° Click on the Start button. 

° Click on the Control Panel. 

° In control panel options double click on Mouse. The mouse properties dialog box appears as 
shown below. 

° Customize the mouse according to your needs using Button, Pointers, Pointer Options, 
Wheel and hardware tabs. 


Mouse Properties 

| Buttons | Pointers | Pomter Options | Wheel | Hardware| 
Bitton oonligurabon 
Switch pomary and secondary buttons 
Select thit check box bo make the button on the 
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setting, 
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Introduction 


Wallpapers are images that appear in the background on Desktop, behind all icons. 











To change your Desktop background, do the following: [ ariegetore F 
¢ Rightclick anywhere on the Desktop that 1s not an icon. 
¢ Apop-up menu appears as shown on the right side. a horteut 
¢ Click on Properties, with Left mouse button. Undo Rename Ctrl+z 
| Graphics Properties... 


| few » 
























Prooerties 








¢ The Display Properties dialogue box  (ARAAAMMoai 
appears. There are tabs for Themes, [ Themes) Desktop | Screen Saver | Appearance | Settings 
Desktop, Screensaver, Appearance, 
and Settings. Click on the Desktop 
tab and the dialogue box will change 


as shown in screenshot right side. 


¢ There is a list of wallpapers user can 


use. Click on one to get a preview of 











what it will look like Scroll up and | nb 
(lj Soap Bubbles 
down to see more wallpapers. If you =| ) Stonehenge 
|G) Tulips 


are satisfied, click the OK buttontoset | ilo 
a) Yorec space 


Gh} Wind 


*) Windows iP : 


wallpaper as desktop background. | 
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User can use his/her own images as desktop background. Users are not limited to the ones on the list. 
If users have an image somewhere on the computer, and want to use that instead of the ones on the 
list, they can click the Browse button. Doing so will bring up the Browse Dialogue box as shown 
below. 

Find the background image. The name of the file you have selected will then appear in the File name 
text box. 

Select the file then click the "Open" button to return to the Display Properties dialogue box. Click 
the "Apply" button to preview the wall paper on the desktop button then click OK button. Your 


desktop wallpaper will be changed to your selected image. 
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USING A SCREEN SAVER 





Introduction 
A Screen Saver is something that starts when computer has been idle for a set period of time. They are 


usually some form of animation, or moving imagery. 


¢ Right click anywhere on the Desktop Display Properties 





taahis nov enicon. Themes | Desktop) Seren Saver |Appearsnce | Settings | 


e Apop-up menu appears. 


¢ Click on Properties with Left mouse 


button. 


¢ The Display Properties dialogue 
box appears. There are tabs for 
Themes, Desktop, Screen saver, 


Appearance and Settings. 


¢ To pick a Screen Saver for computer, 
select the Screen Saver tab by 
clicking on the tab "Screen Saver" 


with left mouse button. 


¢ Click on the drop down menu to see a 


list of available Screen Savers. The 





one in the screenshot is set to the 
Screen saver 


Starfield Screen Saver. 
We can see that it also says "Wait 1 minutes". 
This means that the Screen Saver will start if 


the mouse/keyboard has not been moved for 1 : sntivinus power settings and save enengy. 


minutes. You can change this value. The 











values go from | minute to 60 minutes. Click rhe 
Ayst 


ORK. Starheld —— . = =| r : | ae J 
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TO DISPLAY MY 
RECENT DOCUMENTS FOLDER 


ON START MENU AND OPEN 
-RECENTLY USED DOCUMENTS 


Introduction 


You can quickly open recently used documents in 


Windows, and can access all of recently used 


documents in one place, regardless of the application 


you used to create them. Finding recently used items 


through Recent Items in Windows XP is the quickest 


way to open those files. 


To Display My Recent Documents Folder, follow 


these steps: 


Right-click Start button and then click 
Properties. Or in the Start Menu right-click on 
blank area of the Start menu, and then click 
Properties. 


Click Customize. 


Click the Advanced tab in the new dialog box. 
Under Recent documents, click to select the 
List my most recently opened documents 
check box, click OK, and then again click OK 
on previous window. The next time you click 
Start, the My Recent Documents option is 
displayed on the Start menu. 


Lustomize Start Menu 
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To Open Recently Used Documents, follow these steps: 
¢ Click on the Start button to open the start menu. 
¢ PointtoMy Recent Documents. 
¢ Adrop down menu is displayed. 


¢ Click on the item that you want to open. 


APMUser 
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¢ On the desktop, double click the My Computer icon. The My Computer window opens. 


¢ Inthe My Computer Window, click Edit on the menu bar. The Edit menu appears. Some commands 
are dimmed. This means these commands are not available. This is because these commands are not 


applicable to the current selection or option. 
¢ Click the Edit menu name to close the menu. The menu closes. 
¢ Click View on the menu bar to open the View menu. 
¢ Onthe View menu click List. 
¢ Theitems inthe My Computer window now appear ina list, rather than icons. 
¢ Onthe View menu, point to Arrange Icons By. 


¢ Acascading menu appears listing additional menu choice. When a right-pointing arrow appears after 


a command name, it indicates that additional commands are available. 
¢ Click anywhere outside the menu to close tt. 


¢ Click the close button in the upper right corner of My Computer window to close the window. 


; My Computer 
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i: 
To access the Control Panel, follow these steps: 
¢ Click Start button. 
¢ Click Control Panel. 
If your computer is set up in Classic view using the more familiar Start menu: 
¢ Click Start button. 
¢ Point to Settings. 
¢ Click Control Panel. OR 
¢ Type Control Panel in the Address dialog box found on any Windows XP window. OR 


¢ Use many folders feature a link to the Control Panel in the See Also dialog box (only in XP view). 


To change the time and date, follow these steps: 
¢ Open the Control Panel. 
¢ Under Pick a Category, click Date Time, Language, and Regional Options. 
¢ Under Pick a Task, click Change the date and time. 


or ; f 
EF Control Pane! 
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The Date and Time Properties dialog box 


Date and Time Properties 






















rr 
a Date & Time | Time Zone | Internet Time: | 
Use the drop down box to set the month and || Date Tine 
year. fac RE ‘’ 









Click the correct date on the calendar. 
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Click and select the current time to make a 










change. 








If necessary, click the Time Zone tab and 





use the drop down box to change the time 


zone. 
Click OK to accept setting and close the ran ee ae 
dialog box. OR Follow these steps 

Right-click the time in the lower right corner on the desktop. 

Choose Adjust Date/Time in the pop-up menu. 

The Date and Time Properties dialog box opens. 

Use the drop down box to set the month and year. 

Click the correct date on the calendar. 

Click and select the current time to make a change. 

Ifnecessary, click the Time Zone tab and use the drop down box to change the time zone. 


Click OK to accept the setting and close the dialog box. 
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HOW TOARRANGE 


OR| REMOVE ICONS 





To arrange icons by name, type, date, or size follow these steps: 
¢ Right-click ona blank area on the current window. 
¢ Choose Arrange Icons option. 
¢ Click the command that indicates how you want to arrange the icons (by Name, Type, and etc.). 
¢ Ifyou want the icons to be automatically arranged, you have to click Auto Arrange. 
¢ Ifyou want to arrange the icons by yourself, you have to click Auto Arrange to remove the check 
mark. 


¢ Youcan rearrange the icons by dragging them wherever you want. 


Some icons are shortcuts to programs on computer. Shortcut icons usually have an arrow in the bottom-left 


comer. 


To delete an icon from the open window, do the following: 
¢ Click the icon, and then drag it to the Recycle Bin. 
¢ This action only removes the shortcut, not the program that it is pointing to. 
¢ User can also right-click the icon, and then click Delete to remove an icon from your desktop. 
Commands in the pop-up menu, are explained as follows: 
Name 
Arrange icons in alphabetical order by the icon name. 
S1ze 
Arrange icons 1n order of file size. If the icon 1s a shortcut to a program, the size refers to the size of 
the shortcut file. 
Type 
Arrange icons in order of type. For example, if you have shortcuts to several PowerPoint 


presentations on your desktop, these will be arranged next to each other. 


Modified 


Arrange icons 1n the order that the icon was last modified. 


Introduction to Windows 





. i Practical Notebook 


Auto Arrange 

Automatically arrange the icons whenever dis-assembled in the last user selected order. 

Align to Grid 

Snap icons into place as designated by an invisible grid on your screen. The invisible grid keeps the 
icons aligned with each other. 

Show Desktop Icons 

Hide or show all desktop icons. When this command 1s checked, desktop icons are displayed on your 


desktop. 
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Introduction 

If you feel difficulties using a mouse or other pointing device, you can control the mouse pointer using the 
numeric keypad on keyboard. This feature is called mouse keys. 

If you find it difficult to move the mouse or wish to have an alternative way to the mouse using the arrow 


keys on the numeric keypad follow the below steps. 


¢ Click Start — Settings — Control Panel. 

¢ Within the Control Panel open Accessibility Options or Ease of Access as shown below in 
screenshot on left side. 

¢ Click the Mouse tab. 

¢ Check the "Use Mouse Keys" check box. 

¢ Ifuser wishes to increase the speed or change any other settings of the pointer, click on the Settings 
button. 

¢ Settings for Mouse keys dialogue box appears as shown below in screenshot on right side. Set the 
required options and click OK. 


“= | = - 7 
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¢ Then activate Number Lock (by pressing the NumLock key). 


¢ User should hear a beep sound. 
Now user can control the mouse pointer using the arrow keys on the numeric keypad. 


After performing the above steps user will be able to use the numeric keypad as a mouse moving up, down, 

left, right, and along the diagonals. In addition, user may also use the center "5" key as a left click. 

Note: User must have the Number lock on for this feature to work by default. This can be changed through 
the settings. 
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Introduction 


Adding software 1s usually done with the installation disk or executable files, adding Windows components 


can be done within the “Add and Remove Programs” utility. In order to change or remove a program in 


Windows XP, user must either use the “uninstall” utility bundled with the program if he/she wishes to 


remove the program, or more often, use the “Add and Remove Programs” option in the Windows XP 


control panel. 


To Remove Programs do the following: 





Click on the “Start” button, located in the lower left corner of your screen. 

Click on “Control Panel’ to access control panel options. 

Open the “Add or Remove Programs” utility. After a momenta list of programs will be displayed. 
Locate the program you wish to remove. 

At this point, user can either change the program or remove it. To change the program, click Change. 
To entirely remove it, click Remove. 

It is possible that user will receive no further notification of the action from Windows, or it may start 


a third-party program to assist with removal developed by the software manufacturer. 
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How to Add/Remove Windows Components 
In order to add or remove Windows components, you must be an administrator on your computer. 
¢ Click on the “Start” button. 
¢ Click on “Control Panel” to access control panel options. 
¢ Open the “Add or Remove Programs” utility. After a momenta list of programs will be displayed. 
¢ Click Add/Remove Windows Components. 


¢ Follow the instructions in the Windows Components Wizard: 


Windows Components Wizard 


Windows Components 
You can add or remove components of Windows *P. 






































To add or remove a component, click the checkbox. A shaded box means that only 
Pact rt tip Eatipore Sen 28 Rela To see what's included in a component. click 
Components: 
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Description: |ncludes Windows Accessones and Litiities lor your conmpuuter, 


Total disk space required: 54.1 M6 
Space available on disk: 1175.7 ME 
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Question I: 


Answer: 


Question 2: 


Answer: 


Question 3: 


Answer: 


Question 4: 


Answer: 


Question 5: 


Answer: 


Question 6: 


Answer: 


Question 7: 


Answer: 


Question 8: 


Answer: 


Question 9: 


Answer: 


Question 10: 


Answer: 


A ole = 


What is Windows Operating System? 
Windows Operating System makes a computer system user-friendly by providing a 


graphical display and organizing information so that it can be easily accessed. 


Define GUI. 
A GUL is a type of human-computer interface that uses windows, icons, pull-down menus 


and a pointer and that can be manipulated by a mouse. 


What is meant by Desktop? 


The Desktop 1s the first workable screen that appears when the computer is turned on. 


Define Icon. 
A computer icon is a graphical symbol that represents a program, a command, a document, 


CIC. 


Define Taskbar. 
The taskbar is a desktop toolbar application that lets a user perform tasks such as switching 


between open windows and starting new applications. 


What is purpose of Notification Area? 
Notification area shows the current date/time and the clock. It also displays icons 
corresponding to services running in the background, such as an Internet connection, 


anti-virus, etc. 


What does My Computer folder contain? 
My Computer is the source of all resources in the computer including drives, control panel 


and data 


What is purpose of My Documents? 


My Documents is the default personal folder for storing data. 


How Recycle Bin helps users? 


Recycle Bin keeps files that have been deleted, whether accidentally or intentionally. 


What is use of Microsoft Internet Explorer? 
Microsoft Internet Explorer commonly abbreviated to IE, is a program used to view 


Internet sites/pages. 
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Question 11: 


Answer: 


Question 12: 


Answer: 


Question 13: 


Answer: 


Question 14: 


Answer: 


Question 15: 


Answer: 


Question 16: 


Answer: 


Question 17: 


Answer: 


Question18: 


Answer: 


Question 19: 


Answer: 


Question 20: 


Answer: 


Define Window. 
A window is arectangular area of the screen in which user can view program folders, files, or 


icons. 


What does Title bar contain? 
Title bar contains the application/document name and basic window control buttons. It is 


located at the top of the window. 


What is menu bar? 
Menu bar enlists different menus such as File, Edit, and Help, etc. It is located along the top 


of the window under the title bar. 


What is use of horizontal and vertical Scroll Bars? 
The horizontal and vertical scroll bars enable a user to move up, down, and across your 


window simply by dragging the scroll box located on the scroll bar. 


Define a file. 


A file is acollection of data or information that has aname. 


Define a folder. 
A folder is a name given to a reserved location in computer storage. A folder is used to store 


and manage files or sub-folders. 


Define a drive. 


A drive or disk drive is a storage device to store and retrieve data and information. 


Describe control panel. 
Control panel allows us to customize windows environment by doing some settings like 
adjustment screen display and its color settings, increasing/ decreasing the speed of mouse, 


and their size etc. 


Define system installation. 
The process by which programs and data are copied and installed to the hard disk of a 


computer system 1s called system installation. 


What is windows explorer? 


Windows Explorer is a program that allows you to explore the contents of your own 
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computer. It offers you a fast, easy way to view, copy, delete, move, etc., the folders and files 


found on all of your disk drives. 


Question21: Whatare uses of Mouse? 
Answer: Mouse is used to interact with items on computer screen. We can move objects, open them, 
change them, throw them away, and perform other actions, all by pointing and clicking with 


MOuse. 


Question 22: Define Wallpaper. 


Answer: Wallpapers are images that appear in the background on your Desktop, behind all your icons. 


Question 23: Define Screen Saver. 
Answer: A Screen Saver is something that 1s displayed when your computer has been idle for a set 


period of time. 
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